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CHA.PrER I 
INTRODUCTION 
Statement of Problem 
The purpose of the stu~ was to determine the office equipment 
available in the high schools of Connecticut in 1953-54, and the extent 
to which this equipment was being used. 
Scope of the Study 
The survey included all the public high schools in Connecticut 
having an office machines course. Grades 9 through 12 were included in 
this stu~. 
Analysis of the Problem 
The subordinate problems included in this stu~ were as follows: 
1. To determine the number of students enrolled in the business 
program 
2. To determine the various titles given to the office machines 
courses 
3. To determine the grade levels at which the office machines 
courses were taught 
4. To determine whether a course of study was used 
5. To determine the type of teaching plan in use 
6. To determine whether or not the office machines cours:e was 
compulsory for all business students 
7. To determine the number of periods a day in which the office 
machines course was given 
a. To determine the number of periods a week in which the office 
machines course was given 
• 
9. To determine the average length of the class period 
10. To determine the average number of pupils per class 
11. To determine whether a recent aurvey was madet or was 
contemplatedt of the office machines. used in the e~ployment 
area 
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12. To determine the similarity of· machines used in s.chool to those 
used in the employment area 
13. To determine the extent to which students are prepared for 
beginning business positions 
14. To determine the methods. by which new equipment is obtained 
15. To determine the proviaions made for s.E:)rvicing and repairing 
machines. 
16. To determine the extent of instruction given for machines. not 
possessed by the school 
17. To determine what major improvements were desired in the office 
machines course 
18. To determine the type. model, and number of machines. in use 
19. To determine the average age of the office machines before 
trade-in or discontinuance of use 
20. To determine the periods. a day that machines are used 
21. To determine the number of pupils using machines daily 
22.. To determine the additional machines needed 
Justification of the Problem 
Time and use have demonstrated the value of office machines. More 
emphasis is being placed on office machines and competent personnel to 
operate them by business in its tremendous expansion in recent years. 
To supply the vast number of business establishments with qualified 
people • the s·chools must poss.es.s. office equipment representative of that 
used in their employment areas, and have it in condition for efficient 
operation. 
This study will attempt to gather and document in:formation and 
statistics that will be of aid to business teachers, department heads, 
and high school administrat.ors who are desirous of improving, altering, 
or refining their office machines courses. 
Definition of Terms 
As there is great dis.agreement in the usage of various terms, it 
was deemed necessary to formulate definitions for several expressed 
ideas. The following terms are d.efined for the purpose of this survey: 
Office Machines Course: All office machines courses taught as 
separate subjects. 
Int.egrated Office Machines Work: Any one or group of the office 
machines taught as part of another class. 
Instructional Plans: 
Plan 1. The class is divided into groups and each group is 
provided with a machine of the type being taught. 
Plan 2. The whole class is vocationally trained on one type 
of machine. 
Plan 3. The students work individually on different machines 
and problems, then rotate until each student has. a working knowledge of 
all machines. 
Plan 4. The clas.sroom is transferred into an office situation 
and. office duties are carried out. 
Organization of the Study 
Chapter I introduces the problem, Chapter II presents a discussion 
of related literature, Chapter III explains the procedures used, the 
data are treated and interpreted in Chapter IV, and Chapter V presents 
conclusions and recommendations based on the data. 
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CHAPTER II 
RELATED LITERATURE 
Almost all business educators and employers of office personnel 
can attest to the importance of instruction in office machines. The 
areas of difference seem to be whether or not the main objective of the 
course should be to train for vocational competency or a working 
knowledge, the amount of equipment for the course, and the teaching 
methods. 
In this chapter a review of articles, research studies, and books 
by leading business educators will be presented to throw light on past 
and present thinking relative to office machines. 
An attempt has been made by Rauch1 to place the machines in groups: 
Office machines encompass. three large groups: (1) the 
computing or figuring machines, including adding machines, 
rotary and key-driven calculators, posting, and bookkeeping 
machines; (2) the duplicating machines of all types 
including the multilith, the electric typewriter, and the 
typewriter; and (3) the communication machines including 
all the voicescribing machines, cylinders, wire, and discs. 
The business course has many times been an area for the slow-to-
learn student or those who show very little ability or inclination for 
most of the other courses. One result has been that the office machines 
courses have taken in many students who should not be there in the first 
place. ~ibb, Hamilton, and Kirschner2 making a committee study of 
1Rauch, Juanita M., "Evaluating Instruction in Office Machines~" 
American Business Education, May, 1950, p. 258. 
2Gibb, Ella Mae; ·Hamilton, John A.; and Kirschner, E. E.; "BUsiness 
~ducation in the Small High School," American Business Education, 
~camber, 1951, P• 102. 
I 
business education in the small high school called attention to the 
fact that a greater number of machines similar to those used in 
business would tend to attract more boys. 
Concerning the actual selection of students who might succeed in 
an office machines course, Huffman1 had this to say: 
Finger dexterity is manifest in rapid, independent, 
co-ordinated, and continuous finger action9 Students 
who rate high in this ability CD1J3 well become clerk-
typists, key-driven calculator operators, key-punch 
operators, and computing-machine operators. 
Continuing his discussion of selection of students, Huffman2 
pointed out: 
You will probably find the only satisfactory solution 
to the setting up of prerequisites to be an analysis of 
the skill objectives and operating procedures of the 
individual machines. The below-average student can 
become a happy master of duplicating but would be hope-
lessly lost in attempting to master the modern Friden 
machine; whereas, a s.uperior student whose interest in a 
duplicating machine CD1J3 be momentary CD1J3 find that the 
Friden machine represents an unlimited challenge. 
Office machines courses are not numerous in the public schools, 
and efforts on the part of man,y of the proponents have not aided to 
a.ey great extent except in areas of concentrated population or 
industrial centers. Turille wrote: 
The teaching of office machines in public high schools 
has been slow in gaining momentum. World War II 
accelerated a faintly perceptible trend toward the 
installation of office machine courses.3 
1Huffman, Harry, ''Who Should Study Clerical Practice?'' Business 
Education World, .June, 1953·, P• 486. 
2Ibid., P• 487. 
6 
3 Turille, Stephen .r., Principles and Methods in Business Education, 
McClure Printing Compa.n,y, Virginia, 1949, p. 225. 
• 
Falkner1 summed up the usual attitude toward the machines course 
by stating that administrat ora usually feel the class is necessary, but 
the equipment requires an unusually large capital expenditure. A few 
machines are possessed, and an instructor whose main duty is to teach a 
major business subject devotes a period or two each day to some 
instruction on office machines. 
To s.how that there is some response in offering more instruction 
on office machines, and that it mus.t be of higher quality, Brown2 in 
her study indicated that: 
Courses in office practice are becoming more widely offered 
in the high schools. Although the large business. offices 
may oontinue to have -in-service training programs, the 
s·chools of the future will be called upon_ to train students 
. in the complicated skills to a much greater extent than 
they ever have before. At the same time, business will 
demand that the schools· do a much better job in training 
. these. students in the basic business practices. The 
students' training in school will help to shorten the 
in-service training program which is now being carried on 
in business. 
An interesting controversy arises when the findings of Stutsman3 
are inspected. He assumed in advance that all employers would prefer 
to have employees with as much training in all aspects of office work 
as they could get. It was rather surprising, therefore, for him to 
find approximately one-third of the employers answering in the negative 
lFalkner, Robert E., "Machines-The Orphan Subject," Balance Sheet, 
necember, 1951, P• 160. 
2:Brown, Mary A., "A Survey of the Equipment in the Office Machines 
Courses in the State of Massachusetts," Master's Thesis, :Boston 
University, 1949, P• 9. · 
3stutsman, Galen, "Is Adding-Calculating :Machine Training 
I~ecessary?" Journal of :Business Education, January, 1954, p. 167. 
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on the question, 'tShould high schools train machine operators?" The 
employers felt that job experience would be the most rapid speed and 
accuracy developer. The lack of modern equipment in most schools acts 
as a deterrent to all-round competency. 
The office machines course seems to produce the greatest variety 
of titles. Among the most popular are office practice, business 
practice, office machines, office methods, secretarial practice, 
clerical practice, machine practice, and business machines. 1\!Teeha.nl 
commenting on the confusion of titles stated: 
The pioneers in office practioe conducted ffiaQY surveys 
and classroom experiments to perfect the content and 
methods of teaching the subject. As a result 'of· these 
studies, and follow-up studies of the positions held by 
commercial graduates., a three-course program of office-
practice training seems to be evolving. The three 
courses are: Office Practice for Secretarial Students, 
Office Practice for Bookkeeping Students, and Office 
Practice for Clerical Students. 
According to Liles: "The clerical curriculum is still in the 
experimental stage which accounts for the almost total lack of 
uniformity in grade placements and content of subjects." Some of the 
more evident defects, as found in secondary schools and which are 
advocated in professional literature, are: 
1. There is a lack of a two-year clerical sequence 
comparable to stenographic, accounting, and retailing 
curricula. 
2. Too little emphasis is placed on typewriting. 
l].[eehan, .James R., "Secretarial, Off·ice, and Clerical. Practice," 
The Business Educational World, .January, 1940, P• 407. 
2Liles, Parker, "'Clerical Training in the High School," Journal 
of Bus·iness Education, December, 1946, P• 13. • 
8 
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3. Typewriting is dropped too early in the curriculum 
with the res-ult that some of the skill will be 
lost before graduation. 
4. Insufficient training is given on office machines. 
5. There is a failure to separate office practioe and 
office machines courses, with the result that 
insufficient speed is attained on office machines. 
6. Too little emphasis is placed on basic business 
education. 
7. There is a lack of provision for shifting from the 
stenographic and accounting curricula to the 
clerical at the end of the eleventh year. 
a. There is a failure to coordinate and integrate 
clerical skills to the point of maximum efficiency 
at the time of graduation.l 
Probably the most argued point in office machines is whether to 
train for vocational competency, working knowledge, acquaintanceship, 
or personal use. Regarding the extent to which training should go, 
Turille stated: 
The philosophies of preparing a skilled operator · or of 
preparing an "acquaintanceship operator" will be 
decided )..argely on the basis of the time and equipnent 
factors in a given school system. A. more desirable 
situation will be found genf)rally in the larger school 
system where sufficient office machine equipment is 
available and a diversified curriculum is present. · One 
thing is certain - placing business teachers in charge 
or· office machines classes. without adequate instructional 
background dooms the class to failure from the outset.2 
Angell3 stated that it was doubtful in the present setup whether 
lrbid., p .• 14. 
2Turille, Stephen J., Principles and Methods in Business Education, 
McClure Printing Company, Virginia, 1949, P• 226. 
3Angell, Albert D., Jr., ttSuggestions for Improving Procedures and 
Devices in the Teaching of Machine Calculation," Eleventh Yearbook, 
Eastern Commercial Teachers' Association, 1938, P• 154 • 
9 
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an,y high degree of skill could be developed, as it can be acquired on 
the job. He felt that one objective that should and must be emphasized 
was the development of business knowledge in practical forms of 
business work. 
Tonne1 presenting statistics from a survey of a city with a 
population of around 200,000, metropolitan in character, concluded: 
"The needs of the community for competently skilled office machines 
workers is amply met by those trained in two company schools and three 
classes in machine instruction in the vocational high school.'' 
Using the United States Census of Occupations to show the small 
number of office machines operators, Tonne went on to s~: 
This indicates rather conclusively that there is little 
justification for elaborate specialized training in all 
the machines used. Comparatively few use the machines 
on a full-time basis. ~ thousands more, no doubt, 
use some· of these machines incidentally in their other 
office activities. This would not justify detailed 
instruction in the use of these machines.2 . 
Baugh.am felt that in the future office machines instruction would 
be in special, intensive, exclusive courses. He stated: "More and 
more schools are realizing that machines instruction is important 
enough to stand alone, to take a rightful and full-sized place in the 
business curriculum."3 
1Tonne, Herbert A., Principles. of Business Education, Gregg 
Publishing Company, New York, 1947, P• 320. 
2Ibid., P• 321. 
3Baugh.am, Lloyd E., "Planning Your Office Machines Course," 
Business Education World, January, 1953, P• 240. 
10 
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The objectives of the course, as set down by Rauch,l were: 
1. Proficiency basis - turning out operators who can 
hold down a machine position without further 
training. 
2. Semi-profic·ient basis - know one machine fairly 
well and have a general knowledge of the others. 
3. Acquaintanceship basis - a general knowledge of 
all the machines, but not a proficient operator 
on any. 
4. Personal use basis. 
Considering the most urgent and common needs, Eisen2 formulated 
the following objectives: 
1. To acquaint the students with the methods of 
operating office appliances and of performing 
common office tasks. 
2.. To develop in each student some understanding 
of the mechanical process by which the machines 
on which he is trained operate. 
3. To attempt to meet the standards set by employers 
for beginning office workers who are capable of 
adjusting to the business world. 
Another of the problem areas constantly under study by business 
educators is the teaching plan. There are probably many plans·, but 
Turille stated them as follows: 
1. Rotation Plan - certain groups of stu.dents are 
assigned ·certain machines and are rotated from one 
machine to another. 
2. Integrated Office Plan - Positions are given titles and 
1Rauch, Juanita M., "Evaluating Instruct ion in Office Machines," 
American :Business Education. May, 1950, P• 258. 
2Eisen, Norman E. • "Methods in Office Pra.ctice - Objectives arid 
General Program.u :Business Education World, September, 1951, p. 32 • 
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students are moved from position to position ••• 
each office position calls· for the operation of 
certain machines • 
Service Bureau or Laboratory Plan - the office 
machines laboratory becomes the workshop for the 
school and for whatever community projects it 
wishes to undertake. Real projects are undertaken 
from the start and all work tFned out is to be 
used in real life situations. 
12 
If an office machines laboratory is being planned, some considera-
tiona are covered by the following: 
Room si~e is usually from 30 to 35 square feet per 
student. Cabinets for storing teaching materials and 
certain machine must be considered. There mu.s.t be 
outlets in sufficient number along the walls and 
floor. A wash basin is neces.s.ary for cleaning after 
handling special duplicating forms and equipment.2 
A further statement concerning the· establishing of an office 
machines laboratory contained the following: 
The equipment should be representative of that found 
in offices of· the school area, but with due 
consideration for the normal population mobility. 
In general, the class size· in office training will 
be relatively small because these courses will be 
restricted to students in the las.t year of high 
school or to post-graduate students. Instruction 
should be of an individualized nature which also 
tends to limit t~e si~e of the class to less than 
twenty students. · 
Whether or not to use a text is a constant problem in the office 
machines area. Some instructors favor usage, while others are content 
lTurille, Stephen J., Principles and Methods in Business Education, 
McClure Printing Company, Virginia, 1949, PP• 228-229. 
2virginia State Department of Education, Commercial Education 
S.ervice, Vocational Office Training, Monograph 70, South-VIestern 
Publishing Oompaqy, 1948, P• 8. 
3 Ibid., P• 9. 
• 
to create their own instructional materials. The available textbooks 
are considered good by Turille, as indicated in the following: "All 
machines today have excellent textbooks published by the makers of the 
machines and by publishing firms. They carefully explain and list in 
chronological order operational techniques and give numerous drills 
and exercises to test mastery.ttl :Maey writers state that a basic need 
exists for a textbook supplemented by a complete workbook. 
The selection, maintenance, and proper utilization of machines is 
a troublesome problem for the school. Plaoe2 noted that so far no one 
has developed criteria that are applicable to all teaching situations 
to determine what machines to purchase, the training time on each 
machine, and what materials and methods should be used. lv!ost writers 
are agreed that it is doubtful if such criteria can ever be developed 
because of different needs· in each community. 
A report by Sheltraw concerning an office machines exhibit and 
clinic held in Columbus, Ohio, indicated: 
1. It is of prime importance to conduct an of"f"ioe 
machinea survey bef·ore planning for the purchase 
of equipment. 
2. Office machines equipment is costly and often out 
of" .proportion for the budget of a small school. 
3. It would be well for schools to consider the 
rental plan that has been established by some 
firms. 
13 
1Turille, Stephen J., Principles and :Methods in Business Education, 
McClure Printing Company, Virginia, 1949, P• 230. 
2Place, Irene, "Teaching for the Office Occupations," The American 
Business Education Yearbook, Volume VIII, 1951, P• 247. 
.. 
4. Cooperative work experience programs give students 
an opportunity to obtain instruction on machines 
which schools cannot arrord to b~ • 
5. Field trips aff'ord students an opportunity to 
become acquainted with the various types of machine 
equipment. 
6. Office machines companies will bring in machines 
for classroom demonstrations.l 
One telling eff'ect of the introduction of machines into the life 
14 
or the of'fice worker has been the lowering or dulling or· the initiative. 
:Boynton2 pointed this out: 
The introduction of office machines had definitely 
increased the number of routine jobs and reduced the 
relative number of positions requiring initiative. 
The total effect of mechanization and s.pecialization 
seems not only to be a lowering of intellectual 
requirements but also acts as a possib~e reduction of 
unemployment, by making office workers and store 
clerks more transf'erable and reducing the retraining 
time of such persons. 
While there is little agreement in problem areas such as methods 
of teaching, the degree of· training, and the equipment needed, the 
business educators have shown that they are alert to inadequacies in 
existing conditions. Various experiments and f'uture experience will 
resolve most, if not all, of the pres.ent-da.y problems satisf'actorily. 
Chapter III will present the procedures used in constructing 
and administering the survey instrwnents. 
1sheltraw, Elaine, "Office :M:a.chines Exhibit and Clinic," Journal 
of Business Education, October, 1951, P• 59. 
2Boynton, Paul M., ":Business Education for Life .Adjustment," 
American Business Education, October, 1953, P• 157. 
.. 
CHAPTER III 
PROCEDURES 
As any study requires a systematic approach to obtain the maximum 
value . from it, certain procedures were foll owed to mak:e this one 
successful: 
1. Res:earch studies and. current literature were 
reviewed to obtain information for the preparation 
of a survey instrument. 
2.. A survey report, check list, and letter of 
transmittal were formulated. 
3. The survey instruments were presented to the Seminar 
in Business Education for criticisms and comments. 
4. The revised s:urvey instruments and letter of 
transmittal were mimeographed and sent to all 
office machines teachers in the public high schools 
in the state of Connecticut on ])ecember 2.8, 1953. 
5. On January 30, 1954, follow-up letters were sent to 
all teachers who failed to return their survey 
reports. 
6. The data were tabulated and analyzed. 
7. A summary of the study was written, based upon the 
findings. of the investigation. 
The major points covered in the survey instruments were the 
following: 
1. The enrollment of the s:chool and the bus.iness course 
2. The population of the community 
3. The uniformity of titling the office machines course 
4. The use of a course of study 
5. The teaching plan in use 
6. Those s.tudents r~quired to take the office machines 
course 
.. 
7. The schedule of the office machines course (the 
number of' periods of ins.truct ion daily and 
weekly, the .length of' the class period, and the 
number of pupils per class} 
s. The frequency of s.urveys of the community 
9. The similarity of machines in the school to 
those used in the employment area. 
10. The degree of competency with which the student 
is equipped 
11. The methods of obtaining new equipment 
12. The provisions for s:ervicing and repairing the 
office machines 
13. The types of' instruction given for machine.s not 
possessed by the school 
14. The major improvements desired in the office 
machines course 
15. The following classification of office machines 
was used: adding machines, addressing machines, 
bookkeeping machines, calculators, duplicators, 
typewriters, voice recorders and transcribers 
16. The total number of each type of machine in the 
preceding classification - whether man~ or 
electric 
17. The year model of the machines 
18. The periods a d~ that each machine is used 
19. The total number of pupils using machines daily 
20. The average number or years before trade-in 
21. Tl:Le additional machines the office machines 
teacher feels are needed 
Chapter IV will present an analysis of the data of the survey 
instruments. 
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CHAPTER IV 
ANALYSIS OF DATA 
Table I shows the groups that were decided upon for this report and 
the distrubution of responses. To obtain the names of the schools 
included in the survey, two sources- of information were consulted: The 
Education J)irectory of Connecticut, Connecticut State Jlepartment of 
Education, Hartford, Connecticut, 1953-54; and the American Educational 
Directory, by Homer L. Patterson, published in 1931 and since revised. 
TABLE I 
DISTRIBU.l'ION OF RES'PONSES ACCORJliNG TO POPULATION OF 
C011!MUNITIES IN WHICH RESPONDING SCHOOLS WERE LOCATEJl 
GROUP POPULATION NUM:B!ilR OF REPLIES PERCENTAGE 
SCHOOLS 
I Under 5,000 24 6 25.0 
II 5,000 to 10,000 17 12 70.6 
III 10,000 to 25,000 17 11 64.7 
IV 25,000 to 50,000 15 11 73.3 
v Over 50,000 13 7 53.5 
Total 86 47 54.7 
The highest percentage of response was from the 25,000 to 50,000 
group, while the poorest respons.e was from the under 5,000 group. other 
than a lack of interest in the s.urvey, it would seem that. the most 
likely reason for such a poor response for the under 5,000 group would 
be that of not having an office machines course in the curriculum. 
Table II shows the total number of adding machines possessed by all 
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TABLE II 
TOTAL NtJMBER OF .ADDING MACHINES IN CONNECTICu.J! 
HIGH SCHOOLS RESPONDING 
NAME: OF MACHINE GROUP I GROUP II GROUP III GROUP IV GROUP V TOTAL 
M E M E M E M E M E 
Allen-Wales 2 2 1 1 1 1 8 
Burroughs 1 2 9 2: 8 1 8 4 13 9 57 
Monroe ~ 1 1 3 13. 2 23 
Remington Rand 1 1 2. 1 1 3 1 10 
Underwood-
Sundstrand 4 1 2 4 2:4 10 7 7 59 
Viator 1 2 9 4 3 19 
others: 
Clary 1 1 
Comptometer 5 5 
Corona 1 1 
Friden 2 2 
Marchant 1 1 2 
Monarch 1 1 
National 1 1 
Not Specified 1 1 
Total Manual 
Machines 6 20 14 44 42 126 
Total Electric 
Machines 3. 8 8 22 24 65 
Grand Total 9 2.8 22 66 66 191 
TABLE III 
TOl'.AL NUMBER OF Anl>RESSING :MACHINES 
IN CONNECTICUT HIGH SCHOOLS RESPONDING 
N.Al~ OF MACHINE GROUP I GROUP II GROUP III GROUP IV GROUP V TOPAL 
M E M E M E M E 1f E 
·Metal Plate 
Stencil Plate 1 1 1 2 5 
Total 1t:anual 
Machines 1 1 2 4 
Total Electric 
Machines 1 1 
Grand Total 1 2. 2 5 
schools responding. As might be expected, the number of adding machines 
possessed by schools in each group increased as the population increased. 
The low response by schools in communities under 5,000 population, 
(Group I) made it of little value in comparison to other groups. The 
schools in Group II and Group III tended to be relatively close in total 
adding machines possessed as did the schools· in Group IV and Group v. 
The schools in Group II, communities of' 5,000 to 10,000 population, 
reported a total of 28 adding machines, while the schools in communit ies 
of 10,000 to 25,000 population, (Group III) reported 22. adding machines. 
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Group IV, schools in communities of 25,000 to 50,000 population, reported 
64 adding machines, and schools in Group V, communities over 50,000 
population, reported 66 adding machines. The Underwood-Sundstrand with 
a total o:f 59 machines., and Burroughs, with a total of 57 machines, were 
the most frequently used adding machines. 
Table III shows the total number of addressing machines possessed by 
• 
TABLE IV 
TOTAL NUM:BER OF BOOIGCEEPTii!"G Iv'LACHINES IN CONNECTICUT 
HIGH SCEOOLS RESPONDING 
N"A..rvlE OF !11AC HINE GROUP I GROUP II GROUP III GROUP IV GROUP V 
1vr E M E · M E M E liT E 
Bank Statement 3 3 l 1 1 
Billing Machine l l 
Burroughs 2 4 4 2 2 
Elliott-Fisher l 
Monroe l 
Underwood-
Sundstrand 1 1 3. 5 3 
Remington Rand 2 l 
others: 
Tialton 1 
Total Manual 
Machines 3 7 4 
Total Electric 
Machines l 2 7 13 7 
Grand Total 1 2 10 20 11 
TOTAL 
9 
2 
14 
l 
l 
13 
3 
1 
14 
30 
44 
all schools. This group of machines made the poorest showing in number, 
being almost negligible for any analysis. The schools in all groups 
combined reported a total of five machines. From such a small return it 
would seem that this type of machine was not considered too important to 
have in the office machines course, although one respondent expressed a 
desire to have one in her course. 
Table IV indicates that the number of· bookkeeping machines possessed 
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• 
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tended to increase as the size of the community increased, although in 
Group V, which includes the schools in communities with over 50,000 
population, there was a definite drop in the total number of machines 
possessed when compared with Group III which had a total of 10 machines, 
and with Group IV which had 20 bookkeeping machines. The Burroughs 
machine was the most frequently used with 14 reported, while the 
Underwood-Sundstrand had a total of is machines reported, and the bank 
statement bookkee.ping machine was next with a total of nine machines 
reported. All groups. indicated that the electrically operated machines 
outnumbered the manually operated machines by at least two to one. 
The schools in Group III reported eight electric machines to two 
manually operated machines, while the schools in Group IV reported 13 
electric machines to seven manually operated machines, and the schools 
in Group V reported seven electric machines to four manually operated 
bookkeeping machines. The responses. from the schools in Groups I and II 
were not of significance as they reported one and two machines 
respectively. 
Table V shows the total number of calculators of the schools 
responding. The small schools comprising Group I reported a total of 
only five machines. The schools in Group IV reported the most machines 
with a total of 131, while the schools of Group V indicated a total of 
114 calculators,. Somewhat behind came the s·chools comprising Group III 
with 50 machines, and Group II was next with a total of 33 calculators. 
The most frequently used calculator in all groups with the exception of 
Group III was the Burrougha with a total of 135 machines. The next 
most frequently used machine was. the Comptometer with a total of 76, 
and in addition, was the most frequently used calculator in Group III. 
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TABLE V 
TOTAL NUMBER OF CALCULATORS IN CONNECTICUT 
HIGH SCHOOLS RESPONDING 
NAME OF MACHINE GROUP I GROUP II GROUP .III GROUP IV 
:M: E M E M E M E 
:Burroughs 2 8 1 12 45 4 
Oomptometer 1 5 17 20 3 
Friden 1 4 1 2 9 
1vl:archant 1 5 2 4 5 12 
Monroe 7 1 6 6 19 11 
others: 
Dalton 
Plus 1 
Printing 
Calculator 1 
Sundstrand 1 
Not Specified 2 
Total Manual 
Machines. 3 20 38 91 
Total Electric 
1Tachines 2 13 12 40 
Grand Total 5 33 50 131 
GROUP V TOTAL 
M E 
55 8 135 
30 76 
1 3 21 
1 30 
9 1 60 
1 1 
5 6 
1 
1 
2 
101 253 
13 80 
114 333 
The manual calculators far outnumbered the electric machines as the 
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schools in Group II reported 20 manuals to 13 electric machines, Group III 
reported 38 manuals to 12 electric machines, Group IV reported 91 manuals. 
to 40 electric machines:, and the s.chools in Group V reported 101 manuals 
to 13 electric calculating machines. Of the 135 Burroughs listed, only 
TABLE VI 
Tor.AL NUMBER OF DUPLICATORS IN CONNECTICUI' 
HIGH SCHOOLS RESPONDING 
NA.Mill OF Jl,f.ACHINE GROUP I GROUP II GROUP III GROUP IV 
M E M E M E M E 
Fluid 4 ll ll 10 3 
Gelatin l l 2 
Mimeograph 4 l 8 4 5 4 4 7 
Multigraph 
others: 
A. B. l>ick l 
Mimeoscope l 
Multilith l 
Multi-stamp l 
Total Manual 
Machines 8 20 18 18 
Total Electric 
Machines 1 4 4 11 
' 
Grand Total 9 24 22 29 
23 
GROUP V TOTAL 
M E 
5 44 
2 6 
6 4 47 
l 
l 2 
l 
l 
13 77 
5 25 
18 102 
13 were electrically operated, while only three of the 76 Comptometers 
reported were electrically operated. or the total calculators reported, 
only 80 were electrically operated, while 253 were manually operated. 
Table VI, which gives the total number of duplicators, shows that 
the manual type machine outnumbered the electric type machine by a ratio 
of three to one, the totals being 77 manual machines to 25 electric 
machines. The mimeograph and fluid makes were the most frequently used 
duplicators in all groups. The fluid type was reported by all groups 
• 
with a total of 44 machines with only three being operated electrical~. 
The m~eograph was reported by all groups with a total of 47 machines, 
but 20 machines of this total represented electrically operated 
duplicators. All groups made a good showing in their duplicators with 
Group I having nine, Group II having 24, Group III having 22, Group IV 
having 29, and Group V having 18 machines. Of the other makes, only the 
gelatin type was of importance with a total of six machines, all of 
which were manually operated. 
Table VII, which gives the total number of typewriters, showed the 
largest numerical response. All five groups indicated that the schools 
possessed the typewriter with impres.sive evidence. The schools in 
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G~oup IV reported the largest number with 421 manual and 44 electric 
machines, while Group V reported 249 manual and 22 electric typewriters, 
and Group II reported 250 manual and 17 electric machines. The manual 
machines were possessed far in excess of the electric machines by all 
groups of schools with a grand total or 1179 manual machines and 113 
electric machines, making an overall total of 1292 typewriters in 
Connecticut by the responding high schools. The tabulations indicated 
t.hat the Royal was the most frequently used machine in all groups, with 
the exception of Group V, showing a to~al .or 563 machines, while the 
Underwood was the next most frequently used typewriter with a total or 
376 machines. others of ~portance were Remington Rand with 138 machines 
and L. c. Smith with 122. 
Table VIII shows the total number of voice recorders and voice 
writers. The electric machines totaled 137 and the manual machines 
totaled 27, which was. a ratio of five to one. Group IV showed that the 
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TABLE VII 
TOTAL NU1v1BER OF TYPEWRITERS IN CONNECTICUT 
HIGH SCHOOLS RESPONDING 
NAME OF :MACHINE GROUP I GROUP II GROUP III GROUP IV 
M E M E M E M E 
I. :B. M. 3 8 8 19 
L. c. Smith 28 13 47 
Remington Rand 3 3 42 1 21 54 4 
Royal 61 6 110 3 85 1 189 9 
Underwood 18 4 63 4 45 2 120 8 
Wide Carriage 2 2 7 1 8 1 11 1 
others: 
Elite 
L. C. Smith-
Corona 3 
Noiseless 3 
Total Manual 
Machines 84 250 175 421 
Total Electric 
:Machines 18 17 12 44 
Grand Total 102 267 18'1 465 
GROUP V 
M E 
6 
34 
10 
98 1 
97 15 
9 
1 
249 
22 
271 
responding s'chools possessed all electric voice recorders and voice 
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TOTAL 
44 
122 
138 
563 
376 
42 
1 
3. 
3 
1179 
113 
12.92 
writers. The schools in Group IV and Group V had almost two-thirds of 
all the machines reported in this classification. The Dictaphone 
transcriber was the most frequently used machine in all five groups, but 
was es:pecially predominant in Group IV where 36 were reported~ The 
Ediphone transcriber was the next most frequently used with a total of 25 
• 
TABLE VIII 
TOTAL NUMBER OF VOIO"E RECORDERS AND WRITERS IN 
CONNECTICUT HIGH SCHOOLS RESPONDING 
NA!Im OF :MACHINE GROUP I GROUP II- GROUP III GROUP IV 
M E M E M E 1[ E 
Dictaphones 
Transcribers l 3 6 10 4 7 36 
Recorders l 3 4 
Shavers l l 2 I 
Ediphones 
Transcribers l l 3 4 8 
Recorders l l l 
Shavers l 2 
Sound Scriber l 2 4 
Wire Recorder 2 l 2 
Tape Recorder l l l 3 
Total Manual 
Machines l 8 4 
Total Electric 
Machines 5 20 20 62 
Grand Total 6 2:8 24 62 
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GROUP V TOTAL 
M: E 
4 14 85 
2 4 14 
l l 6 
3 5 25 
l 3 7 
l 4 
3 10 
5 
2 8 
14 27 
30 137 
44 164 
machines. others of ~portance were the Sound Scriber with a total of 10 
machines, and the Dictaphone recorder with a total of 14 machines. 
Table IX gives a listing of miscellaneous machines. Only one school 
(in Group III) reported possessing a switchboard, while one school in 
Group III and one school in Group IV reported the possession of telephones. 
Checkwriters and m~eoscopes were reported by six schools in each case. 
• 
TABLE IX 
TOTAL NU.M:EER OF OTHElR MACHINES IN CONNECTICUT 
HIGH SCHOOLS RESPOlf.OING 
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NAME OF MACHINE GROUP I GROUP II GROUP III GROUP IV GROUP V TOI'AL 
M E :M: E M E M: E M E 
Aud.ograph 2 2 
Checkwriters 2 2 l l 6 
Mimeoscopes 2 l 2 l 6 
Switchboards l l 
Telephones l l 2 
Total Manual 
~lachihes 2 3 2 2 l 10 
Total Electric 
lviachines 4 3 7 
Grand Total 2 3 6 5 l 17 
Group IV had a school reporting the possession of an audograph, the only 
one reported. 
Table X shows the number and types of adding machines possessed by 
each school. The majority of the schools reported they possessed but one 
adding machine of acy type. The schools in Group I reported that they 
possessed but one machine of· acy type for each school. Out of a total of 
eight schools, five were using manually operated machines and three were 
using electrically operated machines. The Burroll8hB was reported in use 
in three schools. 
To avoid misinterpretation, it should be noted that acy one school 
~ possess more than one type of adding machine, but still may not have 
more than one of acy particular make. Therefore, one school ma.v report 
in one or more of the columns. This condition will show the reporting 
schools, in many oases, to be in excess of the schools reported in 
Table I. 
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The schools in Group II reported that 20 possessed bu.t one adding 
machine of aey particular make, while one school reported that it had 
six machines (all Burroughs, manually operated}. Of the twenty schools 
reporting, 13 were using manually operated machines and seven were using 
electrically operated machines. The Burroughs was reported by five 
schools and the Underwood-sundstrand by four schools • 
. Group III had 15 schools reporting the ownership or use of one 
adding machine or· any make, while six reported they had two machines, 
and one school reported it had 10 machines. Of the fifteen schools 
reporting the use of one machine, six were using manually operated 
machines, and the remaining nine were using electrically operated 
machines. Burroughs reported by five schools., and Underwood-Sundstrand 
reported by four schools, were the most frequently used machines. 
Eighteen schools in Group IV reported having but one adding machine 
of any make, two schools reported possessing two machines, and one 
school reported the use of nine machines (all Victor manuals}. Of the 
schools reporting the pos.session of one machine, four were using manually 
operated machines, while the remaining 14 schools were using electrically 
operated machines. Burroughs was reported by six schools, Uhderwood-
Sundstrand by five schools, and Remington Rand by four schools. 
The schools in Group V reported the greateat diversity of machines. 
Fifteen schools reported the poss.ession of one machine of any make, two 
schools reported two machines, four schools reported three machines, 
2.9 
TABLE X 
• 
NUMBER AND TYPES OF ADDING :MACHINES POSSESSED BY THE SCHOOLS 
NUMBER OF ALLEN BURROUGHS MONROE. REMINGTON UNDERWOOD VICTOR OTHERS TOTAL 
MACHINES WALES RAND [sCHOOLS 
M E M E M E :M E M E M E M E 
1 Mac h ine 2• 1 2 
Grj: I 
1 1 8 
Group II 
1 Machine 2 3 2 2 1 4 2 2 2 20 
6 Machines 1 1 
Group III 
1 Machine 1 1 4 1 2 1 3 2 15 
2 Machines 1 1 1 1 . 2 6 
3 Machines 2 2 
Group IV 
1 lifachine 1 2. 4 1 1 1 3 5 18 
2 Machines 1 1 2 
3 Machines 1 1 
4 Machines 1 1 
5 Machines 1 1 
9 Machines 1 1 
Group V 
1 Machine 1 4 2 1 2. 1 2 2 15 
2 1liachines 1 1 2 
3 ilia chines 1 1 1 1 4 
4 Machines 1 4 5 
5 Machines 1 1 
6 :rvra.chines 1 1 1 1 4 
7 1'!8.chines 1 1 2 
•Figure refers to number of schools reporting 
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TABLE XI 
NIJ.MBElR AND TYPES OF BOOKKEEPING MACHINES POSSESSED BY THE SCHOOLS 
NUMBER OF BANK BILLING BURROUGHS ELLIOTT MONROE UNDERWOOD OTHERS T<Y.rAL. 
:MACHINES STATEMENT FISHER SUNDSTRAND 
M E M E M E l~I E l\[ E M E M E 
Group t 
1 Machine 1* 1 
Group II 
1 Machine 2 2 
Group III 
1 Machine 1 1 1 1 1 5 
3 Machines 1 1 
4 Machines 1 1 
Group IV 
1 Machine 1 1 4 1 5 1 13 
2 Machines 1 1 1 1 4 
Group v 
1 Machine 1 2 2 1 3 9 
2 Machines 1 1 
*Figure refers to number o~ schools reporting 
five schools reported four ~chines, and four schools reported six machines. 
Ten schools had Burroughs. six schools had Monroe, and eight schools had 
Underwood-Sundstrand. 
Table XI shows the number and type of bookkeeping machines possessed by 
each school. Statistics in the firs t two groups were of negligible value. 
Group III had five schools reporting that they possessed but one machine of 
3.1 
a.rJ3 rilak:e. Two of these s.chools were us.ing manually operated machines., 
while the other three were using electrically operated machines. one 
school reported the possession of three electrically operated bank 
statement machines, and another reported it had four electric billing 
machines. Thirteen s.chools in Group IV reported the possession or but 
one machine each of any particular make. Only three of _ the schools were 
using electric machines. The Underwood-Sundstrand was in use by six · · 
schools, the Burroughs was in use in four schools. Four schools 
reported the posses.s.ion of two machines, but there was nothing 
significant in the figures. Group V had nine schools reporting the 
pos·session of one machine in each case. Four of them were us.ing manual 
machines, while the remaining five were electrically operated. Four 
schools were using BurroUBhs, while three schools were using Underwood-
Sundstrand. 
Table XII shows the number and type of calculators possessed by 
each s·chool. No school in the small high schools (Group I} possessed 
more than one machine of any make. Twenty schools in Group III reported 
the possess.ion of but one machine of a.rJ3 particular make. Five schools 
reported having Burroughs·, s 1x reported having IYT.archant, and four 
reported having Comptometer. The schools in Group IV reported that one 
or two machines were the most possessed, although six schools ·reported 
owning four Burroughs, and one school had 12 :Burroughs. Most of the 
schools in Group V reported the possession of but one machine of any 
make. The most frequently used machines were Burroughs, Comptometer, 
and Monroe. Three schools reported the possession of 12 calcUlators, 
and two schools had 15 calculators. 
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T.A:BLE XII 
Nl.ThmER AND TYPES OF CALCULATORS POSSESSED BY THE SCHOOLS 
NUMBER OF BURROUGHS COMPTO!II£filTER FRIDEN MARCHANT l WNROE OTHERS. TOTAL 
!.{!.CHINES M E M E M E M E M E M E 
Group I 
1 1ilB.chine 2* l I 1 1 5 
Group II 
1 Machine 1 1 3 4 4 3 1 17 
2 Machines 2 l 2 1 6 
Group III 
1 :Machine 4 1 4 1 2 4 2 l 1 20 
2 1vTaohines 2 3 1 2 8 
4 :Machines 1 1 2 
Group IV 
1 Machine 1 2 4 1 4 1 5 2 5 l 26 
2 Machines 1 3o 1 l 3 2 1 12 
3 Machines l 1 
4 Machines 6 2 2 l 1 1 13 
5 l;Tachines 2 l 3 
6 Machines 1 1 
7 Machines 1 1 2 
12 Machines l 1 
Group V 
l Machine 1 1 2 1 1 1 2 1 1 11 
2 :r.rachines 1 1 2 
3. Machines 1 1 3 1 6 
4 Machines 1 1 1 3 
12 :Machines 1 2 3 
15 Machines 2 2 
• Figure refers to number of schools reporting 
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TABLE XIII 
• 
N1JM:BER AL'ID TYPES OF DUPLICATORS POSSESSED BY THE SCHOOLS 
NUMBER OF FLUID GELATIN MIMEOGRAPH OTHERS TOTAL 
MACHINES ME 1.[ E M E M E 
Group I 
1 Machine 5* I 3 1 9 
Group II 
1 Machine 8 1 6 4 19 
2 Ma.chines 1 1 2 
Group III 
1 Machine 8 1 5 5 1 20 
2 MachineS: 2 2 
Group IV 
1 Machine 5 3 2 3 7 2 22 
2 Machinea 1 1 2 
Group V 
1 Machine 6 2 . I 8 4 20 
*Figure refers to number of schools reporting 
Table XIII shows the number and types of duplicatora possessed by 
each school. All schools in Group I reported owning or having the use 
of one machine, with five school.a having the fluid type, operated 
manually. Three schools reported having a manual mimeograph and one 
school had an electric mimeograph. Group II had eight schools which 
reported the use of the manual fluid type, while six schools reported 
having the manual mimeograph and four had 'the electric type. Two 
schools reported having two duplicators. Group III had eight schools 
using the fluid manual type, while the manual mimeograph was used in 
• 
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five schools and the electric type was reported by five schools. Two 
schools reported possessing two machines. The schools in Group IV 
reported that one machine of ~ type was predominant with five schools 
having the manual fluid type and three schools havihg the electric type. 
The manual mimeograph was used in three schools, while the electric type 
was reported by seven schools.. Two schools in this group had two 
machines of any particular make. All schools in Group V reported 
possessing but one machine of any make. The manual fluid type was 
reported by six schools. The manual mimeograph was. reported by eight 
schools and four schools reported having the electric type. 
Table XIV indicates the number and types of typewriters possessed 
by each school. The schools in Group I reported no predominant nUlllber 
of machines, having schools reporting any number from one to eighteen. 
The Royal was the typewriter most frequently used, but there was no 
great margin in this group. In Group II there was a great diversity of 
number of machines possess.ed by each school. The majority of schools 
reported having from one to nine machines of any one make, although one 
school reported 35 machines of one make, and another had 37 typewriters 
of one make. The schools in Group Ill reported that most of its machines 
ranged from one to sixteen of any one make. One school reported 
possessing 20 Royal typewriters, another school had 25 Royal typewriters, 
and one school reported 57 L. c. Smith typewriters. 
Most of the reporting schools in Group IV possessed up to 32 
machines of any particular make, although one school had 54 manual 
Underwood typewriters, and another school reported having 100 Royal 
machines. Most of the reporting schools in this group possessed from 
TABLE XIV 
• 
NUM:BER AND TYPES OF TYPEWRITERS POSSESSED BY THE SCHOOLS 
NUIVIBER OF I.B.M. L . C.SMITH REMINGf.rON ROYAL UNDERWOOD WIDE OTHERS TCYI'AL 
MACHINES RAND CARRIAGE 
M E M E M E M E , M E M E M E 
Group I 
1 :Machine 2* 1 1 4 
2 1.'fachines 1 1 2 
3 Machines 1 1 1 3 
4 Machines 1 1 
6 Machines 1 1 2 
8 :Machines. 1 1 1 3 
12 Machines 1 1 
15 Machines 1 1 2 
16 Machines 1 1 
18 Machines 1 1 
Grou:~; II 
1 Machine 5 1 1 2 5 14 
2 Machines 1 1 2 l 5 
3 Mach ines 2 1 l 4 
4 Mach ines 1 1 
6 Machines 2 2 2 6 
7 Machines 1 1 
8 Mach ines 1 1 2 
9 Machines 3 3 
12 l~chines 1 1 
18 :Machines 1 1 
33 Machines l 1 
37 Machines l 1 
*Figure refers to number of school s reporting 
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TABLE XIV(Continued) 
• 
NUMBER AND TYPES OF TYPEWRI TERS POSSESSED BY THE SCHOOLS 
NUMBER OF I.B.M. L.C.SMI TH REMINGTON ROYAL UNDERWOOD WIDE OTHERS TCYI'AL 
RAND CARRIAGE 
M E M E M E M E M E M E M E 
Group III 
1 Machine 5 1 1 4 1 12 
2 Machines 2 1 1 2 6 
3 Machines 1 1 2 
4 Machines 1 1 2 
5 Machines 1 1 
6 Machines 1 1 
10 Machines. 3 3 
13 Machines 1 1 2 
16 Machines 1 1 2 
20 Machines 1 1 
25 1[&chines 1 1 
57 Machines 1 1 
Group IV 
1 Machine 1 1 1 1 2 1 3 1 1 12 
2 Machines 4 1 1 2 1 2 1 2 14 
3 Machines 1 1 1 1 1 1 1 7 
4 Machines 1 1 
6 Machines 1 1 2 
10 Machines 1 1 
19 Machines 1 1 2 
23 Machines 1 2 1 4 
3.2 Machines 1 2 3 
54 Machines 1 1 
• 
100 Machines 1 1 
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TABLE XIV(Continued} 
• 
NUM:BER AND TYPES OF TYPEWRITERS POSSESSED BY THE SCHOOLS 
NUMBER OF I.B.11:. L.C.SMITH REMINGTON ROYAL UNDERWOOD WIDE ormms T<:Yr.AL 
MACHTiiES RAND CARRIAGE 
M E M E 1i! E M E M E M E M E 
Group v 
1 Machine 6 2 2 1 1 1 1 s 17 
2 Machines 1 1 2 
3 Machines 1 1 2 
5 Machines 1 1 1 3 
6 l~Iachines 1 1 
14 Machines 1 1 
32 Machines 1 1 
35 Machines 1 1 
40 A'rachine s 1 1 
46 1'rachines 1 1 
54 Machines 1 1 
one to three machines of a.r:v particular make. The schools in Group V 
reported possessing from one to 54 machines of a.r:v one make, although 
three-quarters of the schools reporting indicated they poss.essed from one to 
fourteen typewriters. of arzy particular make. The Royal, Underwood, and 
I. B •. M. makes were reported most frequently as the number of machines 
poss·essed increased. 
Table XY shows the number and type of voice recorders. and voice 
writers possessed by each school. The schools in Group I indicated that 
only one transcriber was owned or used by an;y school, although one school 
• reported that it had two transcribers. A tape recorder was also used by 
one school in this group. The schools in Group II reported that one machine 
• 
• 
NUMBER OF 
MACHINES 
1 Machine 
2 Machines 
1 Machine 
2 :Machines 
3 Machines 
6 Machines 
1 Machine 
2 :r.~chines 
4 Machines 
1 Machine 
2 Machines 
3 Machines 
4 Machines 
5 Machines 
1 Machine 
2 Machines 
3 Machines 
9 Machines 
TABLE X:V 
NUMJ3ER AND TYPES OF VOICE RECORDERS AND VOICE WRITERS 
POSSESSED BY THE SCHOOLS 
DICTAPHONE ED !PHONE SOUND TAPE 
TRANSCRI..I::S1!i.11 1W5CORDER TRANSCRIBEFlmCORDER SCRIBER RECORDER 
l[ E M E M E 1~ E J:ii E M E 
Group I 
1* 2 1 1 
1 
Group II 
2 2 2 1 1 1 
1 
l 1 
1 
Group III 
3 3 2 1 2 
5 1 1 
1 
Group IV 
4 3 1 3 1 
2 1 1 
3 1 
2 
1 
Group V 
1 2 2 1 2 1 1 2 
2 1 1 1 1 
1 
1 
* Figure refers to number of schools reporting 
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OTimRS TCY.PAL 
M E 
5 
1 
1 10 
1 
2 
1 
1 12 
5 
1 
6 18 
1 5 
4 
2 
1 
··-
' ) 
2 14 
6 
1 
1 
• 
• 
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of any make was predominant for transcribers, recorders, sound scribers, 
and tape recorders. Two schools reported using three machines, and. one 
school had six machines of one type. The J)ictaphone transcriber was the 
most frequently used machine in this group. The schools in Group III 
reported that one or two machines were the most posses.sed by any school• 
although one school reported that it had four machines. The transcribers 
were the most frequently reported machines in this. group being listed by 
nine schools, while the recorders were used in five schools. Three-fifths 
of the schools in Group IV reported that they possessed but one machine of 
any one make, while only one school had five machines. The transcribers 
were the most frequently used types, with the sound scriber also used to 
some extent. The recorders were of importance being reported by five 
schools. ·Almost all schools in Group V reported the possession of one or 
two machines of any one make. One school reported having three machines, 
while another reported having nine machines of one particular make. The 
transcribers and recorders were the most mentioned in this group, almost 
without exception. 
Table XVI shows the year model of adding machines. The schools in 
Group I reported no machines older than 1935-39, indicating that there 
were three machines in that age bracket. Two Burroughs were shown to be 
in the 1945-49 age group. Only one machine was shown in the 1950-54 age 
group. The schools in Group II reported all eleven of its machines to be 
newer models, having seven machines in the 1945-49 age group, and four 
machines in the 1950-54 age group. Of the seven machines in the 1945-49 
age group, six were Burroughs. The schools in Group III reported they 
were using some machines dating back as far as 1930-34. Eight of a total 
of 18 machines reported were models of 1950-54. Burroughs and Underwood 
TABLE XVI 40 
• 
. YEAR MODEL OF ADDING MACHINES 
MAim OF MACHINE YEAR MODEL 
1925-29 1930-34 1935-39 1940-44 1945-49 1950-54 
Group I 
Allen Wales 1. 
:Burroughs 2 
Monroe 
Remington 1 
Underwood 
Victor 1 
Barrett 1 
Totals 3 2 1 
Group II 
Allen Wales 
Burroughs 6 
Monroe - 1 
Remington 
Underwood 1 
Victor 1 
Others: 
Corona l 
National 1 
Totals 7 4 
•Figure refers t .o number of schools reporting 
• 
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TABLE XVI(Continued) 
YEAR MODEL OF ADDING MACH:tN:&S. 
WL!KE OF 11U.CHINE YEAR :MODEL 
1925-29 1930-34 1935-39 l94Q-44 1945-49 1950-54 
Group III 
Allen \'/ales l* 
:Burroughs 3 2 
Monroe 2 
Remi!lgton 2 1 
Underwood 2 2 l 
Victor 
Others: 
Monarch l 
Clary l 
Totals 3 2 5 e 
Group IV 
Allen Wales. l 
Burroughs 3 l l 4 
Monroe 3 
Remington l l 
Underwood 2 ll 9 9 
Victor 9 
Totals 3 3 12 10 27 
*Figure refers to number of schools reporting 
• 
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TABLE XVI(Continued) 
• 
YEAR MODEL OF .ADDING MACHINES 
MAKE OF MACHINE YEAR MODEL 
1925-29 1930-34 1935-39 1940-44 1945-49 1950-54 
Group V 
Allen Wales 1* 
Burroughs 1 
Monroe 
Remington 
Underwood 
Victor 1 1 
Others: 
Marchant 1 
Comptometer 1 
Totals 1 2. 3 
*Figure refers to number of schools reporting 
were being used even though they were 2.0 to 25 years old. Some schools 
in Group IV were us.ing machines dating back to 1930-34. Of a total of 
55 machines reported in this group, 2.7 were models of 1950-54, 10 were 
models of 1945-49, and the remaining were over ten years old. Underwood 
and Victor were the predominant machines of the more recent models. The 
schools in Group V presented meager information on year model of adding 
machines, a1 though one school had an Allen Vlales over 25 years of age 
still in use. 
Table XVII shows the year model of bookkeeping machines. The 
• 
schools in Group I reported only one machine, that being in the 1935-39 
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TABLE XVII 
YEAR MODEL OF BOOKKEEPING M!CHDTES 
MA.KEl OF YEAR MODEL 
MACHINE 1920-24 1925-29 1930-34 1935-39 1940-44 1945-49 1950-54 
Group I 
Un derwood- I Sun.ds trand 1* 
Group II 
Burroughs I l 
Group III 
Bank 
Statement l 1 1 
Burroughs 1 1 
ltionroe l 
Other: 
Allen Wales l 
Totals of 
Group III 1 2 2 2 
Group IV 
Bank 
Statement 1 
Burroughs 1 2 
Underwood-
Sundstrand 3 l 3 
Remington 
Rand 2 
other: 
"Dalton 1 
Totals 4 3 7 
*Figure refers to number of schools reporting 
• 
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TABLE XVII (Continued) 
YE:AR MODEL OF BOOKKEEPING MACHINES ' 
MAKE OF YEAR MODEL 
:MACHINE 1920-24 1925-29 1930-34 1935-39 1940-44 1945-49 1950-54 
Group V 
Burroughs . 1* 1 
Underwood-
Sundstrand 1 
Totals 1 1 1 
*Figure refers to number of schools reporting 
age group. The schools in Group II also list.ed only one machine, a 
Burroughs model of 195Q-54. The schools 1n Group III reported seven 
machines with one dating back to 1925-29, the other six machines were 
models from 1940 to 1954. The use of the bank statement machine was 
reported by three schools, while the Burroughs was reported by two 
schools. The schools 1n Group IV, reporting 14 machines, had four 
models 1n the 1935-3·9 age group, three in the 1945-49 age group, and 
seven 1n the 195Q-54 age group. The Underwood-8undstrand was reported 
by seven schools, three of the machines being in the 1935-39 age group, 
one in the 1945-49 age group, and three 1n the 1950-54 age group. The 
Burroughs machine was. reported by three schools, with all of them fairly 
new, dating from 1945-1954. The schools in Group V reported a total of 
but three machines, two Burroughs: and one Underwood-sundstrand. One of 
the Burroughs bookkeeping machines dated back to 192o-2.4. 
Table XVIII shows the year model of cal.cul.ators. The schools in 
Group I reported bu:t four machines, with three of the machines dating 
from 1945 to 1954. The schools in Group II showed all machines dating 
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TA.:BLE XVIII 
YEAR MODEL OF CALCULATORS 
IvtA.KE: OF YEAR MODEL 
]!ACHTiffi 1925-29 1930-34 1935-39 1940-44 1945-49 1950-54 
Group I 
:Burroughs i* 
Comptometer 1 
Friden 1 
Marchant 1 
Totals 1 2 1 
Group II 
:Burroughs 2 2 
Comptometer 1 
Friden 1 1 
Marchant 2 
Monroe 2 1 
Other: 
Not Specified 2 
Totals 2 9 3 
Group III 
:Burroughs 2 2 4 
Comptometer 2 4 4 1 
Friden l 1 
:Marchant l 2 
Monroe 4 2 4 
Others: 
• 
Plus 2 
Sundstrand 1 
Totals 1 2. 4 8 10 12 
*Figure refers to number of schools reporting 
TABLE XVIII(Continued) 
YEAR MODEL OF CALCULATORS 
:MAKE OF YEAR ~!ODEL 
MACHINE 1925-29 1930-3:4 1935-39 1940-44 1945-49 1950-54 
Group IV 
Burroughs 2 • 13: 6 7 2 4 
Comptometer 1 6 2 5 2 
Friden 1 3 4 
:Marchant 1 1 1 9 
Monroe 8 3 9 5 
Other: 
Printing 
Calculator 1 
Total a 3 13 22 13 20 25 
Group V 
Burroughs 5 1 1 16 
Comptometer 3 1 16 
Friden 1 2 
Marchant 2 1 
Monroe 1 2 4 
other: 
RemL"lgt on 1 
Printing 
Calculator 1 
])alton 1 
Plus 4 
• 
Totals 2 8 1 7 45 
*Figure refers. to number or schools reporting 
• 
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from 1940, with nine of the 14 reported being in the 1945-49 age group. 
The responses of the schools in Group III s-howed the first broad coverage 
in year of make with machines reported in every age group. A Marchant 
dating back to 1925-29 was the oldest machine in use in this group. Of 
37 machines reported, 12 were in the 1950-54 age group, 10 were in the 
1945-49 age group, and the remaining were more than ten years old. 
Better than half the machines· in use were less. than ten years old. The 
responses .of the schools in Group IV als-o indicated a broad coverage of 
models- from the 1925-29 age group to l95Q-54. Two Burroughs and one 
Comptometer dating back to 1925-29 were still in use. Ninety-six 
machines were reported by this grou,p. Twenty-five, or about one-quarter, 
were in the 1950-54 age group. Thirty-eight, or more than one-third, 
dated from 1925 to 193.9. While this group had a large number of recent 
models, it also had many machines that were more than ten years old. 
The schools in Group V presented the best ratio of newer types as 
compared to machines more than ten years- old. There were 45 machines 
in the 1950-54 age group, and seven machines in the 1945-49 age group, 
for a total of 52 machines less than ten years old out of a group total 
of 63 machines. Of 23. Burroughs reported, 16 were in the 1950-54 age 
group, and 16 of 20 Compt.ometers reported were in the same age group. 
Table XIX shows the year model of duplicators. The schools in 
Group I, reporting a total of five machines, had three in the 1950-54 
age group, while the oldest machine was a mimeograph in the 1935-39 age 
group. The schools in Group II indicated a total of 13 machines with 
all dating from 1940. Seven of the thirteen were less than five years 
old, with 12 less than yearly age of ten. The schools in Group III 
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TAELE XIX 
YEAR MODEL OF DUPLICATORS 
1WCEI OF YEAR MODEL 
!-lACHINE 1925-29 1930-34 1935-3:9 1940-44 1945-49 1950-54 
Group I 
Fluid 1. 1 
Gelatin 1 
Mimeograph 1 1 
Totals 1 1 3 
Group II 
Fluid 3 4 
Gelatin 
Mimeograph 1 2 3 
Totals 1 5 7 
Group III 
Fluid 5 
Gelatin 1 
Mimeograph 1 1 1 
Totals 1 1 7 
Group IV 
Fluid 4 7 
Gelatin 1 1 
Mimeograph 1 1 4 
other: 
Mimeoscope 1 
• Totals 1 1 6 12 *Figure refers to number o~ schools reporting 
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TABLE XIX(Continued) 
YEAR MODEL OF DUPLICATORS 
l\WCE OF YEAR MODEL 
:MACHINE 1925-2.9 1930-3"4 1935-3'9 1940-44 1945-49 1950-54 
Group V 
Fluid 2.* 
Gelatin 1 
11fim.e ograph 2 1 
Totals 5 1 
•F ig ure refers to number of mach~es re orted p 
reported a total of nine machines, none dating before 1940. Seven of 
the nine machines were in the 195Q-54 age group. The schools in 
Group IV, reporting a total of 20 duplicators, had 12 in the 1950-54 age 
group, six in the 1945-49 age group, with the remaining being more than 
ten years old. One machine, of the gelatin type, dated back as far as 
1930-34. The schools in Group V reported but six machines. Five were 
in the 1945-49 age group and one was in the 1950-54 age group. 
Table XX s.hows the year model of typewriters. The responses. from 
the schools 1ri Groups I, II, and III indicated that their machines were 
almost entirely under ten years old. The schools in Group III reported 
that 85 of 89 machines were less than five years old, 45 of these 
mach?-nes were Royals, and 27 were Underwood typewriters. The schools in 
Group I reported that 37 of 49 machines were in the 1950-54 age group, 
including 15 Royals and 14 Underwood typewriters. The schools in 
Group II reported that 55 of 57 machines possessed were less than five 
years old, with the Royal accounting for 39 typewriters. In these three 
population groups there was only one machine reported as being more than 
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TABLE XX 
YEAR MODEL OF TYPEWRITERS 
MAKE OF MACHINE YEAR lrtODEL 
193'5-3'9 1940-44 1945-49 1950-54 
Group I 
I. B. M. • l 2 
Remington Rand 3' 
Royal 5 16 
Underwood 5 14 
Wide Carriage l 2 
Totals l 11 37 
Group II 
I. B. M. l 6 
L. c. Smith 2 
Remington Rand 2 2 
Royal 3. 39 
Underwood 4 6 
Wide Carriage 2 
Totals 14 53 
Group III 
I. B. M. 1 4 
L. c. Smith 2 
Remington Rand 2 
Royal 3 46 
Underwood 27 
Wide Carriage 1 
other: 
L. C • Smith-corona 3 
• Totals 4 85 
*Figure refers to number of machines reported 
• 
TABLE XX(Continued) 
YEAR MODEL OF TYPEWRITERS 
1!A.XE OF :MACHINE YEAR MODEL 
1935-39 1940-44 1945-49 1950-54 
Group IV 
I. B. M. l. 3 7 
L. c. Smith 45 
Remington Rand 3 51 
Royal 5 20 179 
Underwood 3 24 98 
Wide Carriage l 2 8 
Other: 
Noiseless 3 
Billing 1 
I. B. M. Executive 1 
Totals 1 9 52. 393 
Group V 
I. B. M. 2 2 
L. c. Smith 1 
Remington Rand 3 1 
Royal 7 
Underwood 2 14 1 
Wide Carriage 1 1 2 2 
Other: 
Elite 1 
Totals l 3 21 15 
•Figure refers to number of machines reported 
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ten years old, and that machine was in the 194D-44 age group. The schools 
in Group IV reported a total of 455 machines, of which 393 were less than 
five years old, while 52 more were less than ten years. old. The oldest 
typewriter in use was an I. B. M. in the 1935-39 age group. The Royal 
was the most frequently reported machine, and along with the Underwood, 
was indicated by the schools reporting to be an overwhelming number of 
the more recent models. Of the machines less than five years old, 179 
were Royal, 98 were Underwood, and 45 were L. c. Smith typewriters. 
Remington Rand also had 51 in the 1950-54 age group. 
The schools in Group V did not report a large number of machines, 
the total being 40 typewriters. Of this number, 15 were less than five 
years old, 21 were less than ten years old, and the remaining four were 
over ten years old. The Underwood was reported most frequently, with 
17 machines, and of this number, 14 were in the 1945-49 age group. 
Overall, it can be inferred that most typewriters are less than 
five years old, as 583 machines were reported in the 1950-54 age group. 
The 1945-49 age group, including all five population groups, reveals 
102 typewriters. Beyond these two age groups the number of machines 
reported was insignificant. 
Table XXI shows the year model of voice recorders and voice writers. 
The schools in Group I, reporting only four machines, had three 
transcribers in the 1935-39 age group, and one in the 1945-49 age group. 
The schools in Group II reported only four machines, with three 
transcribers in the 1950-54 age group, and one in the 1945-49 age group. 
The schools in Group III, reporting a total of 22 machines, had 11 less 
than five years old, six in the 1945-49 age group, and five that were 
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TABLE XXI 
YEAR l!IODEL OF VOICE RECORDERS ANI> VOICE WRITERS 
MAKE OF MACHINE YEAR MODEL 
192Q-24 H25-29 1930-3:4 1935-39 1940-44 1945-49 1950-54 
Group I 
Dictaphone 
2* Transcriber 1 
Ediphone 
Transcriber 1 
Totals 3 1 
Group II 
Dictaphone 
Transcriber 2 
Ediphone 
Transcriber 1 1 
Totals 1 3 
Group III 
"Diet a phone 
Transcriber 5 2 3 
Recorder 1 1 
Shaver 1 
Ediphone 
Transcriber 2 1 
Shaver 1 
Sound Scriber 3 
Wire Recorder 1 
Tape Recorder 1 
• Totals 5 6 11 
*Figure refers to number of machines reported 
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TABLE XX:I(Contihued) 
YEAR MODEL OF VOICE RECORDERS AND VOICE WRITERS 
MAKE OF MACHINE YEAR MODEL 
192.0-24 1925-29 193Q-34 1935-39 1940-44 1945-49 1950-54 
Group I 
Dictaphone 
Transcriber 4. 1 7 2 1 8 
Recorder 3 
Shaver 2 1 
Ediphon.e 
Transcriber 4 5 
Recorder 1 
Sound Scriber 1 1 
Other: 
Audograph 2 
Totals 4 6 7 8 2 16 
Group V 
"Dictaphone 
Transcriber 1 l 2 1 
Recorder 1 1 
Ed1phone 
Transcriber 1 
Recorder 1 
Shaver 1 1 
Tape Recorder 1 
Totals 3 1 6 2. 
*Figure ref'ers to number of machines. reported 
• 
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more than ten years old. Five transcribers were more than ten years old, 
but the remaining machines were too . diversified to make a conclusion. 
The schools in Group IV reported they had machines dating from 1920 to 
1954. Of a total of 43 machines reported, 16· were less than five years 
old, 17 were more than 10 to 25 years old, and 10 were over 25 years old. 
The transcriber was the most frequently us.ed machine. There were 13 
transcribers less than five years old, 18 more than 10 years old, and 
five more than 25 years old. The schools in Group V reported a small 
number of machines, indicatin8 only 12 recorders and transcribers. Three 
were over 25 . years old, seven were less than 25 years old but more than 
10 years old, and two were less than five years old. The transcriber 
was the machine listed the most frequently in this group. 
The statist icr:t indicated that the more populated groups had 
equipment that was older than the smaller populated groups. 
Table XXII shows the daily use of adding machines. The schools in 
Group I reported that the use of their machines ranged from one to two 
. periods per d~ and from five to seven periods a d~. Of 12 schools 
reporting, six used their adding machines one period per d~, while five 
schools used their machines from five to seven periods per d~. Of 10 
schools reporting the number of pupils using the machines daily, four 
had but one to two pupils using machines, five had five to six pupils 
using machines, and only one school had nine to 10 pupils. using machines 
daily. The Burroughs was used the most with six schools reporting. Of 
12 schools in Group II reporting on periods per d~, eight gave 
instruction one period per dtJ3, two were using machines two periods per 
d~, and two were using machines three periods per d~. Thirteen of the 
• 
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fourteen schools reporting on ptLpils using machines daily, 'indicated that 
only one to two were receiving lnstruction. The Burroughs was the 
machine in greatest use, with the Underwood-sundstrand next. Seventeen 
schools in Group III reported on the use of machines by periods per d8i.V• 
Five schools were using machineiJ one period per d83, three schools were 
using machines two periods per d.83, three sohools were using machines 
three periods per d83, one schoj::»l was using machines four periods per 
da_y, and five schools were us!n.g machines five periods per d83• Ten 
schools reported that they had six or less pupils using machines daily, 
two sohools had 15 pupils using machines daily, and one school reported 
40 pupils using adding machines_ daily. The Uhderwood-sundstrand was the 
machine in greatest use both by periods and pupils. 
Eleven schools in Group IV' reported on the use of adding machines 
by periods per d&J'• Only one school used the machines two periods per 
d83, while four schools used the machines three periods per da_y, four 
schools used the machines four periods per d83, and two schools used the 
machines five periods per d&J'• Eight schools had six or less pupils 
using the machines daily, one school had 16 pupils using the machines 
daily, and one school stated that it had 80 pupils using adding machines 
daily. The Burroughs was the lllaohine used the most periods per day and 
also the machine used by the most pupils. 
Fifteen schools in Group 1T reported on the use of adding machines 
by periods per d83• Two schools were using the machines three periods 
per day, 10 schools were using the machines five periods per day, and 
three schools were using machil1es six periods per day. Of fifteen 
schools reporting on the use of machines by pupils daily, one had from 
5'7 
TAIILE XXII 
SCHOOLS REPORTING ON DAILY USE OF ADDING MACHINES 
IwiAKE OF PERIODS PER Dli.Y PUPILS USING MACHINES DAILY 
:MACHINE 1 2 3 4 5 ol 7 1-2 3-4 5-6 7-8 9-10 Over 10 
Group I 
Allen-Wales 1 1 
Burroughs 2 1 1 1 1 1 3 1 
Monroe 1 1 
Remington Rand 1 1 
Underwood-
Sundstrand 1 1 1 
Victor 1 1 
Totals 6 1 1 3 1 4 5 1 
Group II 
Allen-Wales 1 1 
Burroughs 1 1 1 3 1 
Remington Rand 1 1 
Underwood-
Sundstrand 1 1 2 
Victor 1 1 
others: 
Monroe 1 2 
Corona. 1 1 
Barrett 1 1 
National 1 1 
Totals 8 2 2 13 1 
• 
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TABLE XXII(Continued) 
SCHOOLS REPORTING ON DAILY USE OF AJIDING MACHINES 
MAKE OF PERIODS PERDU' II PUPILS USING :MACHINES DAILY 
:MACHINE l 2 3 4 5 6 7 l-2 3-4 5-6 7-8 9-10 Over 10 
~r ·oup III 
Allen-Wales l 1 
' 
:Burroughs 1 1 1 1 1 15 - 1 school 
Monroe 1 l 1 l 40 - 1 s chool 
Remington Rand 1 l 1 l 
Underwood-
Sundstrand 2 1 2 1 l 1 1 
Victor 1 15 - 1 school 
Other: 
Monarch 1 1 
Clary 1 1 
Totals 5 3 3 1 5 3 3 4 1 1 
Group IV 
Allen-Wales 1 1 
Burroughs 1 1 2 1 1 2 1 80 - 1 s chool 
Monroe 
Remington Rand 1 2 3 
Underwood-
Sundstrand l 1 1 6 - 1 school 
Totals 1 4 4 2 1 6 1 
• 
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TABLE XXII(Continued) 
SCHOOLS REPORTING ON J)AILY USE OF AJJDING MACHINES 
MAKE OF PERIODS PER DAY PUPILS USING MACHINES DAILY 
1v!ACHINE 1 2 3 4 5 6 7 1-2 3-4 5-6 7-8 9-10 Over 10 
Gr1;)up V 
Allen-Wales 1 1 
Burroughs 1 3 1 1 3 1 30 - 1 school 
Monroe 1 l 2 1 
Underwood-
Sundstrand 2 1 2 2 
Victor 1 1 19 T' 1 school 
Others: 
Marchant 1 1 
Comptometer 1 1 
Totals 2 10 3 1 10 4 
three to four pupils using m.a.chi.nes daily, 10 had from five to six 
pupils. using machines daily, and four schools had from nine to 10 pupils 
using the machines daily. One school reported that nineteen pupils were 
using the adding machines daily. 
Table XXIII shows the daily use of bookkeeping machines. The schools 
in Group I reported but one machine being used one period per dS3 by two 
pupils. Three schools in Group II reported that the machines were being 
used from one to three periods per day by two students in each case. 
Six schools in Group III reporti.ng on use of machines, indicated that 
they gave instruction from one period per dS3 up to five periods per dS3 • 
• Three schools had from three to 10 pupils using the machines daily, and 
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TABLE XXIII 
SCHOOLS REPORTING ON DAILY USE OF BOOKKEEPING MACHINES 
!!fAKE OF PERIODS PER nAY II PUPILS US-ING MACHI m5 DAILY 
:MACHINE l 2 3 4 5 6 I 1 111-2 3-4 5-6 7-8 9-10 OVer 10 
proup I 
Underwood- I Ill Sundstrand 1 
Group II 
Burroughs 
Group III 
Bank 
Statement 1 1 1 1 
Billing 1 1 
Monroe 1 1 
Other: 
Not 
Specified 1 15 - 1 school 
Totals 2 2 2 1 1 1 
Group IV 
Bank 
Statement l 20 - 1 school 
Burroughs 1 1 2 
Underwood-
Sundstrand 1 1 3 1 3 1 80 - 1 school 
Remington 
Rand 1 80 - 1 school 
other: 
J)alton 1 1 
• Totals 1 2 5 3 5 2 
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TABLE XXIII(Continued) 
SCHOOLS REPORTING ON DAILY USE OF BOOKKEEPING MACHINES 
1vi.AICEl OF PERIODS PER DAY PUPILS USING MACHINES DAILY 
}Jf.ACHINE l 2 3 4 5 6 7 l-2 3'-4 5-6 7-8 9-10 Over 10 
Group V 
Bank 
Statement l l l l 
Burroughs 3. 2 l 30 - 1 school -
Underwood-
Sundstra.nd l 1 
other: 
Victor l l 19 - 1 school 
Totals 2 5 4 3 
another school reported that 15 pupils were uaing machines daily. The 
Bank Statement machine was being used the most periods per day. Eleven 
schools in Group IV report.ed on the us.e of machines by periods per day. 
The responses ranged from one school using the bookkeeping machines one 
period to three schools using the machines five periods per day. Seven 
schools had six or less pupils. uaing machines daily, while one school 
had 20 pupils. using the machines daily. Two schools reported that they 
had eo pupils each using machines daily. The Underwood-Sundstrand was 
being used the most periods per day as reported by six schools. Seven 
schools in Group V reported on the us.e of machines by periods. Two 
schools were using the machines three periods per day, and five schools 
were using the machines five periods per day. Of seven schools 
• 
reporting on the use of machines by pupils, four had from five to six 
pupils using the machines daily, and three had from nine to 10 pupils 
• 
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using the machines daily. The Burroughs. machine was in use more periods 
per day than any other bookkeeping machine. 
Table XXIV shows the daily use of calculators. Four schools in 
Group, I reported using machines one period per day, and a similar number 
of schools reported that from one to two pupils used the machines daily. 
Fifteen schools in Group II reported that their machines were in use one 
period per d83', and 13 schools reported that rrom one to two pupils used 
the machines daily. Of 22 schools reporting in Group III, 13 were us.ing 
the machines one to two periods. per day, one was using the machines 
three periods per day, and eight schools were us.ing the machines from 
four to five periods per dtq. Fourteen schools had from one to four 
pupils using the calculators daily, while two schools had 15 pupils 
using the machines daily, and another school had 27 pupils using the 
machines daily. Thirty-three s.chools in Group IV reported using the 
calculators up to and including five periods per d83• Twenty-one of 
these schools were us.ing the machinea from four to five periods per 
day. Twenty-six schools had six or less pupils using the machines 
daily, while four schools indicated that they had SO pupils each using 
the calculators daily. 
Eighteen schools in Group V indicated that rour used the machines 
three periods per day, and 14 others were using the machines five 
periods per day. Ten schools reported six or less pupils using the 
machines daily. The Burroughs was in use by 95 pupils in one school, 
and the Comptometer was reported to be in use by 60 pupils in another 
school in this group. Several schools in this group had more than 10 
pupils in a class. 
TABLE XXIV 
SCHOOLS REPORTING ON DAILY USE OF CALCULATORS 
MARE OF PERIODS PER DAY PUPILS USING MACHINES DAILY 
MACHINE l 2 3 4 5 6 7 1-2 3-4 5-6 7-8 9-10 Over 10 
Group I 
Burroughs 1 l 
Comptometer 1 l 
Friden l l 
Marchant 1 1 
Totals 4 4 
Group II 
Burroughs 4 2 1 
Comptometer 3 5 
Friden 4 2 
Mobroe 3 l 4 
Marchant 1 l l 2 
Totals 5 2 1 15 1 
Group III 
Burroughs 1 2 1 1 l 3 l 
Comptometer 1 2 l 1 1 2 l 1 1 27 - 1 school 
Friden 1 1 
Monroe 2 1 1 1 1 3 1 
Marchant 1 1 1 1 1 2 15 - 1 school 
Other: 
Plus 1 1 
• Totals 6 7 1 4 4 6 8 4 1 1 
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TAJ3LE XXIV{Continued) 
.SCHOOLS ,REPORTING ON DAILY USE OF CALCULATORS 
MAKE OF PERIODS PER DAY PUPILS USING MACHINES DAILY 
MACHINE 1 2 3 4 5 6 7 l-2 3.-4 5•6 7-8 9-10 Over 10 
Prou.p IV 
Burroughs l 1 3 2 2 3. 80 - 1 school 
Coaiptorneter 1 1 1 1 2 1 3 2 
Friden 1 1 1 l 1 1 1 80 - 1 . school 
Monroe 1 1 1 3 2 1 3 2 80 - 1 school . 
Marchant 1 1 5 2 1 2 2 1 80 - 1 school 
Other: 
Printing 
Calculator 1 1 
Totals 5 2 5 12 9 4 12 10 1 
Group V 
Burroughs 1 4 1 95 - 1 school 
Comptometer 1 3 1 1 60 - 1 school 
Friden 1 1 
Monroe 1 3 1 2 15 - 1 school 
Marchant 1 1 
Other: 
"Dalton 1 1 
Plus 2 17 - 1 school 
Totals 4 14 4 6 
• 
• 
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Table XXV shows the daily use of duplicators. Only one school in 
Group I reported on the us:e of machines by period per day, and that 
school was. using the calculators seven periods. The s.chools in Group II 
reported that they were using the machines from one to six periods per 
d~· The mimeograph was reported to be in use one period by three 
schools, two periods by three schools, and six periods per day by one 
school. The fluid type was reported in use one period per d~ by three 
schools, and four periods per d~ by another school. Both types of 
duplicators were used by s.ix or less pupils. daily in all schools in 
this group. The schools in Group III indicated that the fluid type was. 
the machine used the most periods. per d~, reporting up to seven periods 
use. The mimeograph was reported by four schools, ranging from one to 
five periods use per d~. The gelatin type was reported by one school 
as being in use five periods per d~. No more than six pupils were 
using aey make of duplicator daily, as a general rule, but one school 
reported that forty pupils were using a fluid type every d~. 
The schools in Group IV reported that the fluid type was in use by 
most of the schools, with one school using the machine two periods per 
day, two schools using the maohine three periods per day, three schools 
using the machine four periods per day, and four schools using the 
machine five periods per day. Most of these schools had five to six 
pupils using the fluid type dail;r, while one school stated it had 80 
pupils using the machine on a daily basis. The mimeograph was the only 
other duplicator in this group with six schools reporting use of the 
machine from three to five periods per day. Three to six pupils were 
using the machine daily, although one school reported the daily use of 
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TABLE XXV 
SCHOOLS REPORTING ON DAILY USE OF DUPLICATORS 
MAKE OF PERIODS PER DAY PUPILS USING MACHINES DAILY 
--
MACHINE l 2 3 4 5 617 l-2 3-4 5-6 7-8 9-10 Over 10 
Group I 
Fluid 1111 
Group II 
Fluid 3 2 l 2 3 l 
Mimeograph 3 3 l 2 l l 3 3 2 
Totals 6 5 l 3 l l 5 6 3 
Group III 
Fluid 2 l l l l 3 40 - l school 
Gelatin l l 
Mimeograph 2 l l l 2 
Totals 4 l 2 3 l l 6 
Group IV 
Fluid l 2 3 4 l l 5 80 - l school 
Mimeograph 2 3 l 3 l 80 - l school 
other: 
Mimeoscope l l 
A. :B. Dick l l 
Totals l 5 6 6 1 5 7 
Group V 
Fluid 1 1 
Gelatin 2 l 2 1 
Mimeograph l 2 l 2 l 
Totals 1 5 l 1 5 2 
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the machine by 80 pupils. In Group V, the gelatin duplicator was 
reported by three schools to be in use from five to six periods per day, 
with the pupils using the machine ranging in number from five to ten. 
The mimeograph was in use three periods per day in one school, and five 
periods per da_y in two others. The pupils using the mimeograph daily 
ranged in number from· three to 10. 
In summation, the fluid duplicator and the mimeograph were the most 
frequently used duplicators in the schools reporting. AB a general rule, 
there was more frequent use of the duplicators as the size of the school 
increased. 
Table XXVI shows the daily use of typewriters. The schools in 
Group I reported using the machines from five to seven periods per da_,v. 
Most of the schools in this group had over ten pupils using the machines 
daily, with two schools reporting daily pupil use by as man,v as 75. The 
schools in Group II reported a fairly even distribution of use by periods 
per dey. Five schools reported the use of machines one period per day, 
while four schools used the typewriters seven periods per day. Pupil 
use ranged from five schools using the machines daily to 10 pupils using 
·' 
the machines on a daily basis as reported by one school. 
Three schools in Group III reported that the machines were in use . 
one period per day, and six schools. reported the typewriters were in use 
five periods per day. About two-thirds of the schools reporting had up 
to eight pupils using the maohines daily, but four schools indicated 
they had as maey as 72 pupils using the machines on a daily bas is. The 
• 
responses from the schools in Group IV ranged from two schools using the 
typewriters two periods per day up to five schools using the machines 
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TABLE XXVI 
SCHOOLS REPORTING Oli l>AILY USE OF TYPEWRITERS 
MAKE OF PERIODS PER DAY II PUPILS USING MACHINES DAILY 
-
MACHINE 1 2 3 4 5 6 7 1-2. 3'-4 5-6 7-8 9-10 Over 10 
Proup I 
I. B. ~r . 1 1 1 29 - l school 
L. c. Smith 
Remington Rand 1 29 - l sohool 
/ 
Royal l 2 29 - 1 school 
54 - 1 school 
75 - 1 sohool 
Underwood . 1 1 29 - 1 school 
75 
- 1 school 
Wide Carriage ' 1 
Totals 4 5 1 
Group II 
I. B. M. 2 l 2 2 2 2 2 
L. C. Smith 1 1 1 1 1 1 1 . 
Remington Rand 1 1 l 1 2 2 1 
Royal 1 1 1 l 2 l 
Underwood 1 l 1 l l 1 
Wide Carriage l 1 l 2 l l 
Totals 5 2 6 4 2 4 5 7 9 4 1 
six periods per da.,y. One-half· of' the schools reporting in this group 
were using the machines five periods per da.,y. Daily pupil use ranged 
• 
from two schools reporting one to two pupils using the typewriters 
daily, to one school reporting nine to 10 pupils using the machines 
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TABLE XXVI(Continued) 
SCHOOW REPORTING ON DAILY USE OF TYPEWRITERS 
MAKE OF PERIODS PER 'DAY PUPILS USING Y.ACHINES l>AILY 
MACHINE l 2 3 4 . 5 6 7 l-2 3-4 5-6 7-8 9-10 Over 10 
P.roup III 
I. E. M. 2 2 l 2. l 
L. c. Smith l l 
Royal l l 2 1 l 20 - l school 
72 - l school 
Underwood l l l 2 ' 72 - l school 
Wide Carriage l l 72 - l school 
other: 
Smith-corona l 72 - l school 
Totals 3 4 3 6 2 5 1 
Group IV 
I. E. M. l l l 2 l l l 80 - l school 
L. c. Smith l l 1 1 19 - l school 
80 - 1 school 
Remington Rand l l 1 l 19 - l school 
80 - 1 school 
Royal l 4 1 2 l 19 - l school 
80 - l school 
450 - l school 
Underwood 1 3 l 1 16- l school 
80 - l school 
100 - l school 
V/ide Carriage l l 3 l l l 3 80 - l school 
Totals 2 l 6 14 5 2 1 9 l 1 
• 
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TABLE XXVl(Continuad} 
SCHOOLS REPORTING ON nAILY USE OF TYPEWRITERS 
11£AKE OF PERIODS PER "DAY PUPILS' USING MACHINES nAILY 
MACHINE l 2 3 4 5 6 7 l-2 3-4 5-6 7-8 9-10 Over 10 
-
Group V 
· I. B. 111 . l 2 2 l 3 l 
L. c. Smith 
Remington Rand l l 1 l l 
Royal 1 l 1 2 
Underwood l l l l 70 - l school 
Wide Carriage l l l 
Totals 4 5 6 2 8 2 
daily. Nine schools reported that from five to six pu.pils were using 
the machines daily, while six schools had 80 pu.pils each using the 
machines daily. In addition, one school reported 100 pu.pils, and another 
reported 450 pupils using the typewriters daily. 
Four schools in Grou.p V reported that they were using typewriters 
three periods per da3, while five schools were using the machines five 
periods per da3, six schools were us.ing the machines six periods per da3, 
and two schools were using the typewriters seven periods per da3. Eight 
s.chools had from five to six pu.pils using the machines daily, while two 
schools had from nine to 10 pupils using machines daily. One school 
stated that it had 70 pupils using the typewriters daily. 
Table XXVII shows the daily use. of voice recorders and voice writers • 
• In Grou.p I, two schools were using the dictaphone transcriber one period 
• 
71 
per day, and another school used the ediphone transcriber one period per 
d~. No school reported more than six pupils using the machines daily. 
Four schools in Group II, reporting only transcribers, were using this 
machine one period per da;y, while two schools were using the machine two 
periods per day. Three schools had from one to two pupils using the 
machines daily, while one school reported six pupils using the machines 
daily. The responses from the schools in Group III ranged from two 
schools using th~ machines one period per d83' to five schools using the 
machines five periods per day. Pupil use ranged from two schools having 
one to two pupils using the machines daily to one school having from 
seven to eight pupils using the machines daily. 
The schools in Group IV reported that their machines were being 
used from two to five periods per day. Six schools reported that the 
machines were being used two periods per day, while seven other schools 
were using the machines from four to five periods per day. Most of the 
schools in this group had six or less pupils using the machines daily. 
One school indicated that it had 80 pupils using the machines daily. 
Three schools in Group V reported that they were using the machines 
three periods per d8J', and seven schools were using the machines five 
periods per day. Six schools reported that they had from five to six 
pupils using the machines daily, and six more schools had from nine to 
10 pupils using the machines daily. One school stated that it had 45 
pupils making daily use of this group of machines. 
No school had voice writers and voice recorders in use more than 
five periods per day, while pupil use ranged from one to 10 pupils in 
most schools, with a. few schools reporting from 45 to so. 
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TAELE XXVII 
SCHOOLS REPORTING ON DAILY USE OF VOICE RECORDERS AND VOICE WRITERS 
1URE OF PERIOI>S PER DAY PUPILS USING MACHINES l>AllY 
MACHINE 1 2 3 4 .5 6 7 1-2 3-4 5-6 7-8 9-10 Over 10 
~roup I 
:Dictaphone 
Transcriber 2 1 1 
Ediphone .. 
Transcriber 1 1 
Totals 3 2 1 
Group II 
Dictaphone 
Transcriber 4 1 2 1 
Ediphone 
Transcriber 1 1 
Totals 4 2 3 1 
Group III 
Dictaphone 
Transcriber 2 1 1 1 1 1 1 
Recorder 1 1 1 
Ediphone 
Transcriber 1 2 2 1 
Recorder 1 1 
Shaver 1 1 
Sound Scriber 1 1 
• Totals 2' 4 1 5 2 5 3 1 
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TABLE XXVII(Continued) 
• SCHOOLS REPORTING ON ~AILY USE OF VOICE RECORDERS AND VOICE VffiiTERS 
MAKE: OF PERIODS PER l>AY PUPILS USING MACHINES l>AILY 
MACHINE 1 2 3 4 5 6 7 1-2 3-4 5-6 7-8 9-10 Over 10 
I ~roup IV 
·:oictaphone 
Transcriber 1 1 2 2 1 1 2 20 - 1 school 
80 - 1 school 
Recorder 1 1 1 1 
Ediphone 
Transcriber 2 1 2 1 
Sound Scriber 2 2 
Other: 
Audograph 1 1 
Totals 6 1 5 4 6 2: 4 
Group V 
:Dictaphone 
Transcriber 1 3 2 2 45 - 1 school 
Recorder 1 1 1 1 
Shaver 1 1 1 1 
Ediphone 
Transcriber 2. 2 2 
Totals 3 7 6 6 
• 
• 
Survey Report 
The name of the person filling out the report, the name of the 
school, and the town or city were items 1, 2, and 3, on the survey 
report, but they were not pertinent to the analysis. 
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Question 4 asked for the size of the high school enrollment. The 
enrollments in the schools in Group I, with a community population under 
5,000, ranged frop1 76 to 378 pupils, and averaged 173 pupils; those in 
Group II, in communities of 5,000 to 10,000 population, ranged from 160 
to 550 pupils, and averaged 301 pupils.; those in Group III, in 
communities of 10,000 to 25,000 population, ranged from 300 to 1450 
pupils, and averaged 588 pupils; those in Group IV, in communities of 
25,000 to 50,000 population, ranged from 650 to 1800 pupils, and averaged 
1116 pupils; and the sohools in Group V, those in communities with a 
population over 50,000, ranged from 1238 to 2100 pupils, and averaged 
12:62. pupils. A pattern was· established in that as the size of the 
community increased, the size of high school enrollment increased in 
rough proportion. 
Question 5 asked for the number of students enrolled in the business 
course. The schools in Group I, in communities. of ~der 5,000 
population, ranged from six to 217 pupils, and averaged 69 pupils; those 
schools in Group II, in communities of 5,000 to 10,000 population, ranged 
from 35 to 190 pupils, and averaged 99 pupils; those in Group III, in 
communities of 10,000 to 25,000 population, ranged from 50 to 290 pupils, 
and averaged 174 pupils; those in Group IV, in communities of 25,000 to 
50,000 population, ranged from 160 to 996 pupils, and averaged 550 
• 
75 
pupils; and the schools in Group v. those in communities with over 
50,000 population, ranged from 325 to 845 pupils, and averaged 577 
pupils. As a general rule, the number in the business course paralleled 
the proportionate increase shown in the size of high school enrollment 
and the size of the community. 
Question 6 asked for the size of the community for the purpose of 
grouping the schools by population. The data derived from this question 
is shown in Table I. 
Question 7 asked for the name of the office machines course. The 
majority of the schools in all groups favored calling the course Office 
Practice. Of the 47 schools responding to this question, 25 called the 
course Office Practice. Seven schools in Group III were using this 
title, while six schools in Group IV, five schools in Group v, four 
schools in Group II, and three schools in Group I, were using the title 
of Office Practice. .Among the other titles reported were Office 
Machines by eight schools, Clerical Practice by four schools, and 
Secretarial Practice by two schools. 
Question 8 asked at what grade level or levels the office machines 
course was offered. In no school responding was the course given below 
the 11th grade. Thirty-six schools gave the course in the 12th grade 
and six schools gave the course in the 11th grade. Those reporting the 
course as given in the 12th grade were allocated as. follows: Group II, 
11 schools; Group III, 10 schools; Group IV, nine schools; Group V, six 
schools; and Group I, three schools.. The schools in Group I and Group 
II did not offer t.b.e course in the 11th grade. A few respondents 
reported that the course was offered in both the 11th and 12th grades. 
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Question 9 asked if a course of study was used in the office 
machines course. Of M schools responding to the question, 24 were 
using a course of s.tudy. The schools in Group IV and Group V accounted 
for 13 of this number. Of the 10 schools not using a course of study, 
those in Group III and Group IV accounted for eight. 
Question 10 asked what teaching plan waa in operation. The most 
common in all groups was the rotation plan where the students work 
individually on different machines and problems, then rotate until each 
student has a working knowledge of all the machines. Of 46 schools 
responding, 38 were using this plan. The remaining eight schools 
reported as follows: three transformed the classroom into an office 
situation and carried out office duties, one school vocationally trained 
the students one machine at a time, and four schools used plans that 
were peculiar to their own situations. 
Question 11 asked for whom the office machines course was offered; 
that is, for which group or groups of students in the business course 
was the office machines course required. Seventeen schools required the 
course for all business students, while ten schools required the course 
for stenographic students. Fifteen of the 17 schools requiring the 
course for all business students were in Group II, -Group III, and Group 
IV. 
Quest ion 12 asked for the s.chedule of the office machines courses. 
This referred to the number of periods per d&¥, the number of periods 
per week, and the length of the period in minutes.. The schools in Group 
I and Group II were giving the course from one to two periods per d83', 
while the schools in Groups III, IV, and V, were giving the course from 
one to five periods per d&¥• The schools in the larger communities were 
.•. 
devoting more periods per d~ to office machines work. Tables XXII 
through XXVII give this information in detail. For the periods per 
week, the schools in Groups I, II, and IV, were giving the course from 
one to twelve periods, while the schools in Group III and Group V were 
giving the course as maey as 25 periods per week. The schools of the 
larger communities were devoting more periods per week to office 
machines work than the schools of the smaller communities. The time of 
the class period in minutes ranged from 40 minutes to 60 minutes. The 
lowest average was 46 minutes by the schools in Group III, those in 
communities of 10,000 to 25,000 population. The highest average was 
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50 minutes by the schools in Group IV, those in communities of 25,000 to 
50,000 population. The average time of the class period for all schools 
reporting was 47.5 minutes. Six schools in Group IV reported the class 
period as being over 50 minutes in length. 
Question 13 asked for the average number of pupils per class. The 
range was from 10 for schools in Group I to 24 in Group V. Eight was 
the lowest number of pupils peJ; class and was reported by schools in 
Groups I, II, and IV. The highest number of pupils per class was 32 as 
reported by the schools in Group III. The average for the s-chools in 
Group I was 10, and the average for the schools in Group II was 16. The 
schools in Group III and Group IV averaged 19 pupils per class, while 
the schools in Group V were the highest with an average of 24 pupils per 
class. 
Question 14 asked if a recent survey had been made 'by the school of 
the office machines used in the employment area. The schools in Group 
IV, those in communities of 25,000 to 50,000 population, were the only 
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respondents to have made a recent survey in which more than half of the 
reporting schools participated, and that wa.a by a margin of six to five. 
For all schools reporting, 14 had made a recent survey of the office 
machines used in the employment area, while 27 had not. 
Question 15 asked if the school or community planned to make such a 
survey in the near future. The schools in Group II and Group V reported 
a total of five were planning a survey, and an equal number not planning 
a survey in the near future. All other groups. were definitely not 
planning surveys, as only three of a total of 22 schools reporting were 
planning to make surveys. In the overall response for all groups, 24 
schools were not planning to make a survey in the near future, while 
only 8 schools were making plans to do so. 
Question 16 asked to what extent the office machines used in the 
school were similar t .o those used in business in the employment area. 
The schools in every group, with the exception of those in Group III, 
reported overwhelmingly that there was a similarity of machines. Six 
schools in Group III, those in communities of 10,000 to 25,000 
population, reported that they were using similar equipment, while four 
schools were using machines of which about one-half were similar. Of 39 
schools reporting, 35 were using office machines that were similar to 
those used in the employment area. 
Question 17 asked to what extent the office machines course 
prepared the students for beginning business positions. The schools in 
Groups II, III, and IV reported by a clear majority that they prepared 
the students with a working knowledge. Of 28 schools preparing students 
for a working knowledge, these three groups indicated that they had 22 
schools. The schools in Group I and Group V also indicated that they 
were preparing pupils for a working knowledge, but only by the barest 
majority. Eight schools in all groups were preparing the students for 
acquaintanceship, and seven schools were training for vocational 
competency. 
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Question 18 asked what methods were employed to obtain new 
equipment. As more than one method was employed by some schools, the 
quest ion elicited a good response numerically. Twenty-seven schools 
reported that new equipment was purchased upon request of the teacher or 
supervisor, while twenty schools ind.icated that new equipment was 
purchased by regular budget allowance. Renting was found to be fairly 
prominent in Groups II, III, and IV, those schools in communities with 
from 10,000 to 50,000 population , as 11 schools in these groups 
resorted to this method. 
Question 19 asked the type of provisions made for the servicing and 
repairing of machines. With the except ion of Group I, those schools in 
communities of under 5,000 population, the schools in all other groups 
showed clearly that the most common method was to repair and service 
machines only when breakdowns occurred. About one-half, or 31, of the 
schools reporting, indicated that they used this method. Nine schools 
had their machines checked every three months, while eight other schools 
checked their machines on a yearly basis. 
Question 20 asked if instruction was given for machines which the 
school did not possess. The schools in Groups. II, IV, and V reported by 
a. heavy majority of 22 to six that no instruction was given. The 
schools in Group I and Group III were fairly evenly divided with six 
schools giving instruction and seven not giving instruction for machines 
they did not have. Twenty-nine schools in all groups did not give 
instruction, while only ll did. 
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Question 21 asked what type of instruction was. given f'or machines 
which the school did not have. No group of schools or type of 
instruction was s hown to be predominant. Fifteen schools gave 
demonstrations on borrowed or rented machines, 12 were using field trips 
to offices and business firms, and 11 employed explanations by charts 
and lectures or visual aids. 
Question 22 asked what major improvements the office machines 
instructor would like made in his. or her course. Of' 11 returns in 
Group II, those schools in communities of 5,000 to 10,000 population, 
six instructors favored the preparation of job sheets for various of fice 
machines. Twelve schools in Group III, thos.e in communities of 10,000 
to 25,000 population, had four instructors interested in the devel opment 
of a cooperative-training program, three instructors who wanted the 
preparation of job sheets, and three other instructors who desired 
curriculum revision. Of the respons.es. from the schools in Group IV, 
those in communities of 25,000 to 50,000 population, five inst-ructors 
desired the preparation of job sheets, and five others were interested 
in the development of a cooperative-training program. 
From the overall figures, 15 instructors. wanted the preparation of 
job sheets, and 12 were interested in developing a cooperative-training 
program. Some of the other improvements mentioned were: curriculum. 
revision, revision of course of study, more equipment, separation of 
clerical f rom the secretarial to train for vocational competency, and a 
• 
good textbook. other improvements called for limiting the class size, 
a trade-in policy for equipment, better pupils, a budget allowance for 
new equipment, another teacher to handle clerical aspects, and aptitude 
tests to obtain students who show ability. A few instructors were 
entirely satisfied with the present arrangements and desired no changes 
or impl,"ovements • 
BostGn Uni ver sit y 
School of EducatioA 
LibTar~ 
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cH.APTER ·v 
SUMMARY OF FINDINGS 
The primary purposes of the survey were to discover the office 
equipment available in the public high schools of Connecticut and the 
extent to which it was being used. 
An analysis of data was· made from the tables constructed, using 
the following population groups: Group I, those schools in communities 
with a population under 5,000; Group II, those schools in communities 
of 5,000 to 10,000 population; Group III, those schools in communities 
of 10,000 to 25,000 population; Group IV, those schools in communities 
of 25,000 to 50,000 population; and <;roup v, those schools in 
communities with over 50,000 population. 
One copy of the survey report, one copy of the office machines 
check list, and a letter of transmittal were sent to 86 public high 
schools in the state of Connecticut. 
A summary of the findings. disclosed the following: 
1. Of the 86 schools surveyed, a total of 47 schools, 
or 54.7 per cent, responded. Six out of 24 schools 
in Group I responded; 12 out of 17 schools in · 
Group II responded; 11 out of 17 schools in Group 
III responded; 11 out of 15 schools in Group IV 
responded; and seven out of 13 schools in Group V 
responded. 
2. Enrollment in the business course as compared to 
school enrollment tended to be about one in every 
three pupils in schools in communities with 
populations up to 25,000, while in the schools in 
communities with from 25,00 to over 50,000 
population, about one out of every two pupils were 
enrolled in the business cours.e • 
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3. The schools in all groups reported the most common 
title of the office machines course to be Office 
Practice. No other title showed an,y consistency 
of note. 
4. Most schools in all groups offered the office 
machines course in the 12th grade. A few s.chools 
in Groups III, IV, and V offered the course in 
the llth grade. No school offered the course at 
the 9th or lOth grade level. 
5. An overwhelming majority of the schools in all 
groups employed the rotation plan of instruction. 
Of 46 schools responding, 58 were us.ing the 
rotation plan, while the other eight schools used 
a variety of plans. 
6. The office machines course was required, as a 
general rule, for all business students. 
7. The schools in Groups I and II, representing 
communities of populations from les:s than 5,000 
to 10,000, offered the office machines course on 
an average of five t im.es a week one period a day. 
The schools in Groups III, IV, and V, where the 
population was from 10,000 to over 50,000, 
offered the office machines course on an average 
of eight times a week two periods a day. A few 
schools in Group III and Group V gave the course 
as lll8ll3 as 25 t im.es a week. 
s. The length of the class period averaged 47.5 
minutes for all groups. The range had very 
.narrow limits, as the lowest average was 46 
minutes for the s.chools in Group III, and the 
highest average was 50 minutes for the schools 
1n Group IV. 
9. Twenty-four schools signified that they used a 
course of study, while 10 schools did not use 
one. This established a ratio of about two 
and one-half to one. The schools in all groups 
maintained this ratio, with the exception of 
Group IV, in which five schools reported using 
a course of study and five conducted the course 
without one. 
10. The average number of pupils in the office 
machines course was 18. The schools in Group I 
reported an average of 10 pupils in a class, 
while the schools in Group V reported an average 
of 24 pupils in a class. 
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11. Only 14 schools reported that. they had made a 
recent survey o:f the use of of:fice machines, with 
six or these schools being in communities or 
25 1 000 to 50,000 population. Twenty-seven 
schools had not made a recent s.urvey. Sixteen or 
these schools were in communities or 10,000 to 
25 1 000 population. As a conclus.ion, only one in 
three schools had made a recent survey, 
considering all population groups. 
12. Only one school in four was planning to make a 
survey or office equipment. A total o:f three 
schools in Groups III and IV reported that they 
were planning a survey, while 16 s.chools in 
these two groups had no plans to make a survey 
in the near future. 
13. Of 39 schools reporting, 35 stated that they were 
using machines similar to those used in the 
employment area. The other schools gave a 
variety of responses. 
14. The primary objective of the of:fice machines 
course was to obtain a working knowledge, rather 
than train for vocational competency or 
acquaintanceship. 
15. Twenty-seven schools reported that new equipment 
was obtained mainly through purchases made upon 
request o:f the teacher or supervisor. Twenty 
schools stated that new equipment was purchased 
by regular budget allowance. These two methods 
accounted for two-thirds of those schools 
reporting. 
16. Repairs and servicing were made mostly when 
breakdowns occurred. One-half of the 59 schools 
reporting, (some schools used more than one 
method) used the a:forementioned method. The 
schools in all population groups, with the 
exception of those communities with less than 
5,000 population, reported this method. Eight 
schools reported that repairs and servicing were 
provided once a year, while nine schools provided 
this care every three months. 
17. Three-fourths of all reporting schools gave no 
instruction for machines that they did not 
possess • 
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18. Three types of instruction were indicated by most 
schools for machines that they did not possess. 
Of 43 schools reporting, 15 indicated that they 
gave demonstrations on borrowed or rented 
machines, while 12 schools resorted to field 
trips to offices and business firms, and ll 
schools employed ·lectures, charts, and visual 
aids. The other schools reported a variety of 
approaches. 
19. Two major improvements were recommended by the 
instructors. Fifteen instructors desired the 
preparation of job sheets for the various office 
machines, while 12 instructors recommended the 
development of a cooperative-training program. 
20. Most of the respondents reported no trade-in 
policy or else did not answer. 
21. Fifteen schools felt that adding machines were 
needed, with the schools in all groups reporting, 
except those in communities with populations 
over 50,000. Fifteen schools, reporting in all 
population groups, requested more transcribers, 
recorders, and voice writers. Eleven schools 
indicated that more typewriters were needed. 
22. A total of 1292 typewriters was reported by all 
responding schools, while the calculators 
totaled 333 machines. The schools in the more 
populated communities of Groups IV and V, from 
25,000 to over 50,000 population, made up most 
of the statistics for both classes of machines. 
23. The manually operated machines were still being 
used by a ratio of about three to one in all 
reporting schools, except for the typewriters, 
where the ratio rose to about eight to one for 
all reporting schools. 
24. Underwood-Sundstrand with 59 machines, and 
Burroughs with 57 machines, were the most 
commonly used adding machines. 
25. The addressing machine was not a common machine 
in aey population group, with only :five machines 
being mentioned by all reporting schools • 
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26. The BurroUBhs with 14 machines, and the Underwood-
Sundstrand with 13 machines, were the most 
commonly used bookkeeping machines. Nine bank 
statement machines were reported by all schools. 
27. The Burroughs calculator with 135 machines 
reported, had a two-to-one ratio over the 
Comptometer, which totaled 76 machines. 
28. The mimeograph with 47 machines, and the fluid 
type duplicator with 44 machines, were the only 
duplicators in general use. Where only three of 
the fluid type duplicators reported were 
electrically operated, 20 of the mimeograph 
duplicators were electrically operated. 
29. Of all typewriters reported, the Royal was in 
greatest use with 563 machines, while the 
Underwood was second with 376 machines. These 
two makes comprised two-thirds of all the 
typewriters that were reported. The number of 
other makes reported were: Remington Rand, 138; 
L. C. Smith, 122; I. B. M., 44; Wide Carriage, 42; 
L. c. Smith-Corona, 3; Noiseless, 3; and the 
Elite, one. 
30. The dictaphone transcriber with 85 machines, and 
the ediphone transcriber with 25 machines, 
accounted for over 60 per cent of the voice 
recorders and writers reported. 
31. The typewriters, duplicators, and calculators, 
tended to be the later year models of machines. 
A few bookkeeping machines, dating back to 1920, 
were still in use. The duplicating equipment, 
in many instances, was used throughout the 
school, which probably accounted for its 
relative newness in comparison to the other 
types of machines. 
32. The typewriters and calculators showed the 
greatest concentrated use, by class period, 
during the school da;r. 
33:. Most of the machines were used by one to six 
pupils per da;r with the calculators and 
typewriters subjected to the greatest pupil use • 
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~cember 28, 1953 
:Dear :Sus.iness Educator: 
I am conducting a study of office machines in the state of 
Connecticut. 
The purpose of this study is. to determine how well the 
schools are equipped, and to obtain the teachers• opinions 
concerning the need for equipment. 
Your cooperation and promptness in replying are of the utmost 
importance if this study is to be successful. 
I shall gladly send you a copy of the finished report if you 
are interested in receiving one. 
Any criticisms or suggestions that you might possibly advance 
will be gratefully accepted. 
Please complete the enclosed check list and return it to me 
at your earliest convenience in the self-addressed envelope. 
I wish to thank you in advance for your cooperation in this 
stucy. 
Enclosures: 
Survey Report 
Check List 
Self-addressed envelope 
s.incerely yours, 
MORRIS W. HYNES 
52 Crescent Street 
Swampscott, 11 'ass. 
• 
1. 
2. 
3 . 
4. 
5. 
6. 
7. 
SURVEY REPORT OF THFl EQUIP1vlENT I N THill OFFICE MACHil!TES COURSES 
I N THE STATE OF CO~TNECTICUT 
Name of person filling out report (optional) 
Name of high school 
Town or city 
Size of high school enrollment 
Number of s.tudents enrolled in business courses 
Please check below the size of your community 
a. Population under 5,000 
b. Population 5,000 to 10,000 
c. Population 10,000 to 25,000 
d. Population 25,000 to 50,000 
e. Population over 50,000 
What is the name of the office machines course? 
8. At what grade level (or levels ) is the office machines cours.e offered: 
a. 9th 
b. lOth 
c. 11th 
d. 12th 
9. Is a course of study used in the office machines. course? Yes __ ; No 
10. What teaching plan is in operation? 
a. The class is divided into groups and each group is provided 
--- with a machine of the type being taught 
b. The whole class is vocationally trained on one type of 
--- machine 
c. 
d. 
e. 
The students work individually on different machines and 
--- problems, then rotate until each student has a working 
knowledge of all machines 
The classroom is transformed into an office situation and 
----- off ice duties are carried out 
__ Any other type of plan (please explain) ____________ _ 
11. For whom is the office machines course required? 
a. .All business students 
b. Bookkeeping students only 
c. Stenographic students only 
d. Clerical students only 
e. Others 
12. Please indicate below the s·chedule of your off~ce machines course. (fill 
a. Number or· periods a day in which the courae is given all 
b. Number of periods a week in which the course is given blanks) 
c. Length of the class. period 
• 
13. Please indicate the average number of pupils per class 
---
14. Has a recent survey been made by your school of the office machines 
used in your employment area? Yes __ ; No 
15. Is your school (or community) planning to make such a survey in 
the near future? Yea __ ; No 
16. To what extent are the kinds of machines used in your school 
similar to those used in business in your employment area? 
a. Majority are similar 
o. About one-half are similar 
c. Very few are similar 
17. To what extent does your office machines course prepare students 
for beginning bus.iness positions? 
a. Vocationally competent 
b. Working knowledge 
c. Acquaintanceship 
18. :By what methods do you obtain new equipment?(check those that apply) 
a. Purchasing by regular budget allowances 
b. Purchasing upon request of teacher or s.upervisor 
c. Renting 
d. Loaned by bus.iness firms 
e. Donated by business firms 
f. Other ways_· ---------------------------------------------------
19. Please check the type or types. of provisions made for the servicing 
and repairing of machines. 
a. Once every year 
b. Every 6 months 
c. Every 3 months 
d. Only when breakdown occurs 
e. Other methods. 
----------------------------------------
20. Is instruction given for machines which your school doe not have? 
21. 
22 .• 
If answer is Yes., on what machines? Yes __ ; No 
a. __________________________ __ 
b ··------------------------
What type of instruction is given for machines which your school does 
have? not 
a. 
b. 
c. 
d. 
__ ...,Explanation by lectures and charts or visual aids 
Demonstration on borrowed or rented machines 
---i Field tripe to offices. and business firms 
---Other 
--- ----------------------------------------------------
What major improvements would you like made in your course? 
a. Curriculum revision 
b. --...., Revision of course qf study 
c • 
--...., Preparation of job sheets. for various. office machines 
--...., d. Development of a cooperative-training program 
e. ---Others. 
--------------------------------------------------
CHECK LIST 
Total Number Year Periods Total 4verage Add1-
of Model ad83 No. of No. of tional 
:Niachines of that Pupils years macha. 
:M E :Mach- machine using before you 
a 1 ine is used mach. trade- feel 
n e daily in are 
u c needed 
a ' t 
1 r 
i 
c 
5. :Duplicators 
a. Fluid 
b. Gelatin 
c. :Mimeograph 
d. Multigraph 
e. Others 
6. Typewriters 
a. I.B.M. 
b. L.C. Smith 
c. Remington Rand 
d. Royal 
e. Underwooa 
f. Wide Carriage 
g. others 
· 7. Voice Recorders 
and Writers 
a. J>ictaphone 
Transcriber 
Recorder 
Shaving 
b. Ediphone 
Transcriber 
Recorder 
Shaving 
c. Sound-8criber 
d. Wire-Recorder 
e. Tape Recorder 
f .• others 
Please add any machines which you 
have that are not listed above. 
a • Additional Machines 
• a. b. 
c. 
CHEJCK LIST 
Total Number Year Periods Total Average Addi-
of' M:ode:J. a .day l~o .. of No. of t i(!na.l . 
lvlachines of that Pupils years machs. 
M E Mach- Machine Using before you 
a 1 ine is used l!fach. trade- feel 
n e Daily in are 
u c needed 
a t 
1 r 
i 
c 
1. Adding Machines 
a. Allan-Wales 
b. Burroughs 
c. Monroe 
d. Remington Rand 
e. Underwood 
I I s:undstrand 
f. Victor : 
g. other I 
I 
1 
2. Addressing lr:.a.chines j 
a. :Metal Plate 
b. Stencil Plate 
c. others 
" 3. Bookkeeping :Machines 
a. Bank Statement 
--r-1"a.ke 
. . 
b. Billing Machine 
Make 
I 
I Burroughs I c. I 
d. Elliott-Fisher 
e. Monroe I 
f. Underwood 
Sundstrand 
g. Remington Rand 
h. Others 
I 
4. Calculators 
a. Burroughs 
• 
b. Comptorneter 
c. Friden 
d. Marchant 
e. l'Ionroe 
f. Others 
January 30, 1953 
near Eusineas Educator: 
On necember 28th, I forwarded to you a check list and 
survey report on your office equipment. 
The check lis,t and s:urvey report are the heart of the 
stu.dy. If all business· educators, in Connecticut return it 
to me in completed form, the s.tatiatics compiled and the 
suggestions advanced will be of significance. 
I would appreciate it if you could return this 
information to me before February 12th. 
Sincerely yours, 
MORRIS W. HYNES 
52 Crescent street 
S:wamps.cott , Mass .• 
• 
PUBLIC HIGH SCHOOLS IN CONNECTICUT 
(1953-1954} 
Ansonia 
Berlin 
Bethel 
Bloomfield 
Branford 
Bridgeport - Central 
Bristol 
Canton 
Danbury 
Darien 
Deep River 
Derby 
Warren G. Harding 
Bas sick 
Durham - c. s. Smith 
East Haddam 
East Hampton 
East Hartford 
East Haven 
Essex - Pratt 
Fairfield - Roger Ludlowe 
Farmington 
Glastonbury 
Greenwich 
Groton - Fitch 
Guilford 
Hamden - Cheshire 
Hartford - Hartford Public 
Morgan Gardner Bulkley 
Thomas Snell Weaver 
Jewitt City - Griswold 
Kent 
Killingly 
Lebanon - Lyman Memorial 
Litchfield 
:Manchester 
Meriden 
Middletown 
Milford 
Moodus 
Naugatuck 
New Britain 
New Canaan 
New Haven - Hillhouse 
Wilbur Cross 
Newington 
New London - Bulkley 
Williams Memorial 
Norwalk 
Norwich 
Old Lyme 
Old Saybrook 
Plainfield 
•• 
PUBLIC HIGH SCHOOLS IN CONNECTICUI' (Continued) 
Plainville 
Putnam 
Rockville 
Seymour 
Shelton 
Simsbury 
Southington 
South Windsor - Ellsworth Memorial 
Stafford 
Stamford 
Stonington 
Stratford 
Terryville 
Thomaston 
Thompson 
Thompsonville - Enfield 
Torrington 
Vernon - Rockville 
Wallingford 
Washington 
Waterbury - Crosby 
Leavenworth 
Wilby 
vratertown 
West Haven 
Westport - Staples 
Wethersfield 
Willimantic 
Windham 
Windsor - John Fitch 
Windsor Locks 
Winsted - Gilbert 
Woodbury 
